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to grow continuously as individuals. . 
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a e eS wey y . 

| People sometimes think of + parepheasing. as. ‘merely pucting ‘the other 
person! "8: ideas - -in.ano ler” ‘Way... They. try. 'to-.say-the same. thing with. Mage 


difcerent 3 “words. Su fh: won sopping a may: merely. result in: the illusion a 
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= 4a we. : “satan ii sieuldsneved ‘hai become. a Vibrarian, . ‘ 
Fred. - You -meari Librarianship: isn't he job for him? » . - 
‘Satah: Exactly! _ Librarianship £8. not the- Fight ‘Job’ for Jim. 
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If a ses s ‘coment was. very: ‘specific, it. may SORVEY a 


a? - . more. general idea. to ‘you: © 4 4, . 7 
- a j ae? Ral alph’: Do. you: have 25 pencils I can -boxtoe: for my group? 


? . Your” Do you. “Juse): want . something for ‘them to.write with? . 
: , i. shave: vabout. 15: ‘ballepoint pens. -and. 10. -or LL 


a 


eg. ‘pencils.. ° : 
es, e yf -Ralph:: Anyehiing. ‘that: will write: mith do. a. t 
ha. S - - : / 
= >: a Soa a aa : 
ao / " ; 
" * ° / . 
2 # : : . ee, . - ? 


' 
ae 1 ’ 
’ é. 
ae » ' ' 
a Bao i 
Rhy. T oeneral FS eng Mann ed - 
. 
« . i ey, 
. ¥ ~ * , 
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OM cont 


i _ —- 
j ‘ 
~ yf ; : ( 20: <3? j 
3 Pu ; : ‘ ‘ an Seer Be el oH 
* ’ - = “See 4 ‘ be 20, & i . ' 
< ‘ . \ " ee fe ° j e . = 7 _ ee ‘ i a : = : <~a 
7 rae “t _ * . E ‘ " 
— aa ‘Tastead ee trying ‘to reword:. Sarah's statemént Fred might have asked 
us | _ = himself, ‘What Doés Sarah's ‘statement. mean tome?" In, hat case the 
ae awe eos interchange. might, have: sounded like this: :f on a a oe 
Wow et ‘2 are ‘ ; 
a ee a ae = a . : 
—_ = ’ ? ~*~ o. 0 e Sarah: 7 Jim should. never have: Hecone: a Jibrarian. : 
os i , . ae Fred: ‘You: ‘mean ‘he: is too. har on: the.: ‘patrons?’ Maybe © - 
. a : : o@, even: -eruel?: ie ae : 2 
~ aE - Sarah: - Oh;. Do. I meant that. ie has: ‘buch: ‘expensive ‘tastes 
" | ; that. che .can't éver}earn' enough: as.:a librarian. 
a i “Fred: “Oh; I seé, You: think. he should: ‘have gohe into a. 
7 ~ 36 wg field: ‘that: would: ive ingured hima. shigher . -, 
| te er ‘Standard of living. ~ , 
Py | & = Sarah _ Exactly! Libgarianship is ‘not ithe, right job. for Jim. 
oe * ». - , ‘ 
- : BEfective paraphrasing. is noe ia. trdeig. Ory. verbal gininick, - Ie 
i ‘comes: from: -an, attitude; a: desire? ‘to ‘know. rwhat. “the* ‘other. means. “And. to. 
y ' . satisfy this desire: you’ reveal the-mean ng his. -ommient : hiad‘-for- you. 80. 
H that“the ‘other;-can.check whether: it. ‘matches the-méaning™ +he: intended’ :to 
: ‘convey. If the other's ‘statement ‘was S general, ‘ae “may: ‘convey: something 
. specific 0: your, . a: oo ” 
; J * Lariy? futhink this, is. a very ‘poor textbook. : 
i > Yous. ‘Do: “you -mean. it chas. too. ‘many. inaccuracies? . 
i #. . “ Latzy: ‘No;. the text. “te: accurate, ‘but. ‘the. ‘book .comes. apart, ‘ 
i, a er 2 ae a “too easily: : . Sw & \ 
¥ ~ mn ; ' 6. E ; . —— 7 Oo 
— : ; ‘Ponsibly. ‘the. éther's = ooment. suggéste-an-xénple, to you:. ° 
ed . 
: 7 _ Laura: mae texthas: too- many’ ‘omisaioné, we ‘shoulda’ t 
a 4 - ae ae adopt its 
wee 2 oe. # ' ‘You:; ‘Do/-you-mean, ‘for. example, ‘that it .contafns: nothing 
ae “s , . . ‘about. the: ‘Negro! 8: tole; in» the development of 
. , A a a America?’ * 
fae Se ; Laura: es,, that! ‘8: one example... It. also ‘lacks: -any’ dis-. . 
aes 5 Os ” cussion: of the. development of: ‘the.arts in! : 
——— ne ira? e a © ‘ -. - =< . 
aaa a 7 : ‘Americas ee 2 . we _ a ; a hy 
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' ' ee ¢ oe : 
° . ‘Sometimes the other Ss. puso ait: ‘suggest its inverse’-or ‘Spposite oe ae 
~ . —t6- ous Ne oe ; - rs hy 


' : “Stanley: ae: think’ the Librarian’ '§ Union’ acts So. ‘sevaisoneiily 
: : Ree ' becauge- ‘the Administrati¢n -has ignored ‘them: so long. 
-You:.-"-", Dosyou. mean- that, ‘the L. U., ould, be less. militant - 


° THe 


: ae i now: ims Admini st¥at:spn ie consultedywith ‘them : 

“pos : oo. .f davthe pas % » ; ai 
= Stanley:. (Certainly. » TU think -the-L. Us is “being: forced. to os 
i ; -s  S is “more and:m re desperate measures. | ; 
ne "4 : * i an vee ° , 
j . P To: develop ‘your skill in- understanding othbes, try. di f£ferent, ways - oo <8 
i ’ --of conveying your: interest it understanding: what they -mean; revealing te 


wha the: other's statements: mean :to you.” Fiad: o out: what kinds ‘Of re-. 
sponse. “are helpful “Ways of. paraphrasing ‘for yous. “<The: next “time. someone. 
is. angry. ‘with® "you, or As: criticizing: you, try to: paraphrase ‘Until you 
-can- -demonstrate: that you: understand. what: ke. is’ trying, to- convey ‘as he 

‘ intends. ‘it. ‘What. éffect does this. ‘have: on your feelings and: on his? 


‘a , rety ‘ 
a , - wes Gg 
Sa a, ee : i 


Perceptusl- skili Develos nts. Ok we Oy POP A A eee 


To. cOmuiiicate your: own feelings acenirately: « or’ to understand: those 
cs of" ‘others is difficult... Expressions of emotion. ‘Gaké many ‘djéferent forms. 
; ; Feelings: can express. themselves. in. ‘bodily changes, - -in action, and in‘words. Pal 
‘ _ Aay" ispefitic expression’ of, feeling: may-comé ‘from:-very difficult feelings.. ' 
he ush sor example, ‘may. indicate ‘that ithe person is. feeling. pleased. 
ut it f 


N\- 
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te a er ne 
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. 
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wwmetn en me eee 


. 
‘ 
se ier iO citaneap oan ~ 


1ay algo indicate. thatthe. feels. annoyéd, or eubarressed, or “uneasy .. 


7 "A specific feeling acer. ‘Rot always: get exptessed ’ in. “the same way. ~ 4 
For example, ia child's: ‘8. feeling-of-atfection ‘for ‘the “Ti ‘Tibrarian: may” lead. a 
him to-blush-“when: ‘she. ‘stands-‘near him. Or, he: maywant to touch ‘her as 2. 
Co o “he | passes, ‘to. ‘watch: cher. as--she. ‘walks’. ound: the. ‘Library: to. tell her ; 
‘, * Woutre nicé," to bring:his. pet turtle to’ showshers: Different forms ee 2 
~ uv exist. for: the: “Child: -to- ‘express. his feeling of affection. Communication a? 4 
=o . of feel ings: ‘is often inaccurate er even ‘misléading.. What looks. like. an ? é 
expression of anger, for E Seem ie may oftén Fesult ‘from hurt feelings ; j 
‘or from: fear. -. “ gy 4 3 


. . “7 “ : - of - t 


— ? te 38s * 


= semcemer ey 
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APerception Qf ghat eiiten Ls: feeling. is. based -on many different’ 
‘ kinds of. information, When, Somebody. Speaks, ‘you notice more than just 
ad ot his words... ‘Gestures’, ‘voice. toné, posture, facial expression -are-also- 
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observed.. In: addition, “you: -are aware: ‘of the. immediate. situation, the. , 
context of ‘the interaction, é.g. whether ‘somebody. is- ‘watching; You 
~thake ‘assumptions -about. how. thé-sittation: ‘influences: phat “the: other is. 

feeling. ‘Beyond: all: of this. you ‘have expectations , based. on- your past | 
ty experiences. with the other. 


* ® . im 7 % 
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ven eet wernt tee mpi Sonat senting 


; e ae = #4. oo i : - : , . 
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"ae: angry with. you. i a you are ‘feeling: depressed and: discotraged;. others 


, with him; you,must try -to understand RES ‘éhotional reactions”. ‘Although — 


“ea iny ‘feel ‘exbarraséed. - ‘. "Blushing and’ seytig ; , 

a 9 feel pleased!" ; . PENANG) - en 
"T feel’ ie ea ~ s , aa ie a a ee . : 
"] feel angry." +. - agit . _ Suddenly ‘becoming silent “A 4 ° “ 


Inferences are made ‘Eton alr of this information, sori: notiverbal . 
‘cues, ‘the situational ‘context, expectations of: ‘the other. These in- .* 
ferences’ are influenced by your own current. emotional state. What: you 
perceive the other to be feeling. often. depends: More: upon. what: you aye: . | 
feeling. (afraid of..or- wishing for): ‘than: ‘upon: the-. other: pl¥son*: 's actions. . 
or words. ‘If you feel guilty "about » something, . you, tay ‘perceive others: : 


may scan’ ‘to “be. expressing ‘disapproval of you. 

*own' ‘feel! igs and, | understanding. those Bt others. 
And. yes, Af you wish ‘others to-respond -. _ 
them-understand’ ‘how -you: feel. If, you? | 
*a,iperson} and: about you. ‘relationship — 


7 Goan leaving ‘yo 
is an extremely -diffic 
to you as-a ‘person,’ yo must: ‘he 
are - concerned. about the other as: 


we: ysually ‘try, to describe our ideas. ‘accurat ely;. ‘we:- ‘often do not, ‘try to 
describe our feelings. clearly,. “Feelings get expressed: in many : different - 
ways, ‘but-we: do- Not. ‘usually: attempt torddencity: the: feeling | itself. a. 
» er eos * : 

: One: ‘way to ‘describe: a feeling. is to. report: What. jet of action the 

feeling urges. you: to-do. "I feel like. hugging: and. ‘hugging; you. v oor a 
like to: slap. you." “"T wish I ‘could*walk- off and leave you." In addition;. 
many: figures ‘of;speech serve as ‘descriptions. of ‘feeling. - "I just ve a 
‘swallowed a ‘bushel of spring stmshine,. tad - : Ls on 
Try to. make’ clear what feelings you are: “wepedienetng. by idened fying: gs 
then. ‘The statement must. refer to "1"; “me, or "my", :and’s “some + ae ae. 
“kind of. feeling. ‘by name, simike, aétion urge, or “other- figore- of ‘speech. a 
The ‘following - examples: indicate: ‘the elation: ‘between. ‘these: ‘two- ‘kinds: of" et ‘3 
expressions :. those. ‘that, deseirbe” what the speaker te feeling; and: e. 7 


-etiot ional ‘atate are more ‘precis ; fess capable of misintérpretation, ‘and, 
thus; convey more accurately’ wHat t feelings ‘are affecting ‘the: speaker. ‘ 7% = 


Expressing. feeling (describing, ai . f 


emotional _ state i ee fs 7 7 . describing. -an- enotionai coe a3 
ao se “§ “ , a state); Oe ae : ge 


at oy 
~ x -% 4 - ra 


se worried’ about this." ce, “in the-midst of\a con= ‘ . 
"I: feel, hurt: by’ what you ‘said. woos” versatdon. - 


) “uy enjoy. her sense. 6k. humor." 


ahs gr : a a respect her -abilit es and ~ . ; "She! s-a a wonderful ae oS ° 
a SN competence; aa : person." . a a 
ey ie “"slove: ‘her “but ¢. feel I -shouldn' t S ee . oe. 
re ‘S ee Bay: “Bo.!" fe : ae ee . z a 
ity ate gh ges Vee ao ee ae : 
ve OR : eee L- = 


ae, ‘ee vane "]. hurt ‘too “hs. to: hear any: tee. oe 2 es _ F _ : 
"mores Pt BS etghuts up oe 
er feel ia at. b mysbit. 4s ee : : 


to = 


ete. ‘ 
.. ; emo fonal States. express theinselves Simultaneously. in words,. 
ee an ‘in ce. iad! in: psychological . changes,. .a.person: may “convey- ‘contradictory 
ie & ; messages: ‘about. what che: is: feeling. ‘For example,. this: actions. (a: ile ~< 
ee ies - -0¢ ‘Laugh).. may: -eontradict ‘his’ words: (that* he is. angry). The clearest ; ; oo 
a emotional ‘communication, Sccurs. when. the. ‘speaker's: description: of. what he . 2 
* ‘is: feeling: matches“ -and’,. thug, anplifies what. is. ‘being. ‘conveyeusby his: 
ae actions and ‘other Honverbal ‘expressions: of feeling. ‘ _ f. 
= i - if nue . a Z. e Ges + ns ees ao} 


ae a ‘the aim: in- describing -your own: feelings is to- ‘start. a. dialog thee. ta ts 

i >, WEEL. improve: ‘your jrelaticnship with thé" other. - Others: néed: ‘to know how Pet ae 

; ‘you feel if they are to. take -your feelings. ‘into acéount,. Negative- -feelings 2 “ 

— ane. indicator. signals” that. ‘Something: maybe. going wrong in a relationship. : 

} " . * with ‘another. ‘Person. -To- ignore. negative. feelings. is like ignoring a os 
we tke --warning: Light.” ‘Negative ‘feelings. -are /a- signal ‘that: the’two of 7003 need: 

= ‘+ £0 check : ‘for: ‘misunderstanding sid-faulty Conmimication + : .# 


at 
‘, 


ae 


. 


rs > = ; " After discussing ‘how - each of you; Bees. the, sitGatiod or your re-_ » 
aay a . letionship, ‘you may discover. that your feelings: ‘resulted from. false per- . : 
Pee - 4. * -eptions*of: the -situation and’ of. each-other's motives.” Your feelings a : 
a . 7 may: change. However; the other. ‘may. discover that ‘his actions- “are rete Ming 

aS ys Be = arousing. feelings. ‘in you, feelings that others. might also experience in — ~ .i-3 Fak 
er uig « — zesponse ‘to his: behavior. As a result, he: may. ‘ghange: e ee 


" . om s 
fa *? 


*. Describing your- feelings should. not be an effort -to coerce the ; 
ee ‘other, into- -Changing so that you can feel uncomfortable. Rather ;you - a 
i a : report your inner state as. just ‘one more - “piece of, information that is 


aa ; ssary, if the two of you are to: understand and improve your re- 
ef 7 oor CO ia jue . . 


a 


= ws 


You: deséeibe what you percéive to be the other? 5. inner. state in 

> ., order’ fo check whether you do understand ‘what he feels. You test to see 
“ i oe ; ‘whether you have decoded his expressions of feeling accurately. You . 
Lb = “transform his expressions of feeling into a tentative description of his 2 ~ 
as j . “feeling. A good, ‘perception check conveys this message, "I want to ~ / 
i. ‘understand your: peelings = Is. this aa ‘way you feel?" 2 , 
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aon A perception. “check describes the other’ 8 feelings. ‘It -does not. 


express. disspprovai. or ‘approval. It merely. conyeys,:"This is how. I under- 
- stand “your: ‘feelings. An Inaccurate?" For example, the - ‘following. de- 
scription of feelings, ‘may: be. Laws for = perception heck: a 


“iy pet. the. iapression. you. “are. ‘angry: ‘with | me. Are. you?" ; - ‘ 
i (Not ‘Why ere: ‘You.-so-angry with: me?" This is ‘mind. ‘reading, 
not Perception ‘checking. 2) * oe Ss : 
oe % ; 
. oo E right: thac’ ‘you. feel. at sappoineea that - nobody commented 
co on your suggestion?" oo . 6 
S ws ; ; a a 
a ae not sure. whether. your ‘exipression. means. ‘that my - Comment = > 
F .. -Buirt-your feelings,. irtitated. you, or confused: You." es 
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' Observational Skill. Development: ae Ge 


talk about. what each of. you does: that affects the other. This. ‘is’. 


. Btanding.. Ls ey cae 


If- you, ‘and- another +} person. ‘are to discuss the way. to work together 
or what is fiappening. inyour relationship; both of. you must be nage = 


easy. “Most of us ‘have ‘trouble describing another's behavior clear ly 
enough, that *he- can understand: what ‘actions of’ his. we. have in mind J! 
" Taistead of: describing the other: ‘pergon' 's behavior, usually we 
digcuss: his. attitudes, his - fiotivations,. his. t¥aits: ‘and: pening 
cha acteristics. ‘Often. our. ‘statements are more éxpressive ‘of the! way . 
we. feel ‘about ‘the: other’ '§ actions: than they..are. informative about his 
- behavior. . ‘Yet: ‘we “may ‘be- umavare: of our. feelings: at. the time. 


“guppies you tel i me a I. am rude: (a ‘eeait): or: that I don! 
about: your. ‘opinion’. (my: motivation). -T ‘am: not trying to be ru 
Cause. I. f£éeL. ‘that. 17: Oo care. ‘about: your. ‘pinion, , ¥:don*t underst 


what: “you: are: ‘trying. to: ‘says This, comminicat toa “is not a shared inder- 


it. care. 


“However, Af -you. point out sthaé sever 1 ‘Chase. ‘in ‘the past few +: 
minites I -have: interrupted: you: and. have overridden. you ‘before. ‘ou -could 
finish: what -you were Saying). bes recéive. a élearer .picturé 6£ what. actions 

~of mine were affecting. you: ‘Behavior ‘description means: report ng speci- 
fic; observable -actions--of others: without placing. ‘a ‘valiie -on shen ‘as 


; right. ‘or Wrong. and without: making accusations .or generalizations’ ‘about 


the. -other' ‘-motives, attitudes Nor Persanality ‘traits. 


‘try ‘to- ‘let ‘Others: know: what. bafiavior- You. are ‘responding 0° by. 
describing it clearly: and ‘spéecifically- -enough so: that others know what 
you observed; ‘To do-.this- you. ‘must, describe visible ‘evidence, actions 
that. are ‘Opeti. tc. -anybody' ‘s observation:- For. ‘practice, try to. begin. your 
description ‘with "T-see- thats .<"- or. "LE noticed that..." or "I heard . 
you says: ."* Remind. yomeasre that you: are. a ‘to describe specific 
actions, such as:. : 


¢ 


s 


"Sim, you! ‘ve talked more. ‘thin others’on this. topic... 
peverct times: you cut others. off perone they had. ieee 


NOT: “Jim, you'ré too: rude!" which names a trait and 
oo, no ‘evidences: 


: : \ 
- “NOT: "3am, you always want to. hog the. center of. attentional’ 


* which imputes an undersirable motive or i tention.’ 
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As. ‘you ‘practice’ this: You: may ~£ 
-others: are: ‘based 
Of affection, 


"Bob; you! ve eaten sorbate of fiegrly oe Harry 
Has suggestéd corey oe : . 


"Bob, you! re s jose: ‘trying ‘to- ahiow ‘Harry’ ‘up! 
: gue is ‘an accusation. Of undesirable motivation. 


a Wd 

‘ "Bob; Yous re being stubborn.” which is name calling. 
"Sam, you. cut in, before I finished. ae 

iberately. didn! t: lét me €inteh 


implies. that Sani -knowdiigly and’ 
“ALL: ‘that anybody: can 


“Bara, “you: de 
word: tdelibe 
intentionally cut you . ff.. : 
observe’ ‘as that. he did cut. in, before ‘Yoh hac: finished. 


To  develap siit incdesevibing behavior. ‘you~ “must. sharpén Your. doe 
servation: of ‘what actually. did: occur, must force: yourself t ‘to pay 
é: anc ho nferences in -abéyance, 
find that: many of your conc liisions: ‘about. 
less= ‘on. observable evidence: than ‘on your. own: feelings 


curity; drtitation,. jealousy, <OF, fears “i 


that. attribute ; 
of ‘the. -speaker' "8: negative féeeligs- toward the. other and “not descriptions 
at all. 


undesirable ‘motives to: another -are: ‘usually: ‘ipressions. 
“The: following Case: may: ‘serve ag. an: 


‘Several tiembera ‘of the group shad- told" Ben ‘that ie ‘was ‘too. 
- Ben: was: ‘confused and: puzzled: ‘by this’. -judgmént. 
fe kiiow what to-do about it;, he ‘didn’ t 
‘He-was, puzzled: “because he- didn! t feel 
In fact, he. admiteed: that at he 
Finally, Joe “commented 


contusgd: becausethe- did: 
know: what “it eferréd to. 
arrogant ‘or: scornful - of: ‘the: “others. 
really felt, nervous’ and ‘unsure of himself; 
that Bén. often. ‘laughed. explosively after Ben: made: a: ‘comment that 
seemed to ‘have no ‘humerous aspects. 


Ben::sdid ‘he iad. ‘been. unaware 
Others. immediately. recognized: ‘that ‘this..was the behavior 
‘that. made them ‘perceive: Ben as . Looking.- doin ¢ on mn them and, PHecREDE AS 


= he: made a statément. of . 
Ben's feelings 


The. _pattern, thus, was a8 5 folléws. 
which he was somewhat. unsuré, ‘Ben felt insecure. 
‘of insecurity. ‘expressed: :themseélves: in: an explosive Taugh, after - 
The other person perceived Ben as Laughing - 
The. ‘other ‘person felt ‘put down and. -humiliated.. 
expressed shis- feeling of huni liat ion by calling. Ben. arrogant. 
‘that Ben had no awareness. of his own -behavior- which was being mis 
read: until. Joe. accurately described. what. Ben. was doing. 
then see that*his laugh was ‘a way of attempting to cope with his 
own feelings of insecurity. 


he made ‘the- ‘Statement. 
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rive the-needed information. -and: design a ‘course of actions. Thése.are ‘ 
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CONTEXT.ANALYSIS: 9 -" g re 
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proposed as. €ither supportive ‘or alternative-means in ordér-to-des- «* 


“using ‘small group résources. and ‘eon a 
Ne 2 ~ . : . - get 
a ea » 


another’ which: provides you with :skills to-be employed: in. seeking solu - 
tions for problems. ‘Specifically, when this. exeréisé is completed, . 
you-should-be able to: or | eS m8 


‘in your ‘professional activities whgth may inhibit gr faci- | 


‘Systematically employ..a process to identity thosé factors 
| «* ditate attainment of specified: objectives; 

Effectively employ force-field analysis and ‘brainstorming os ; 

techniques to determine information requirements for 4° 

decision-making. \, 

Design’ an evaluation Which will provide ‘the necesaaty 

information for’-both  formativé and’ summative: ‘purposes. 


Seg A Soon . 
es » 


a ot 
“ 
fore a ten a Bed ate weeds 


‘ee qqlltien You have’ cotipleted this’ exeréisé, you should have a well de- - 
fined plan. of ‘action: for one or: moré of your -own. program obfectiyes an 
an. evaluation. plan. for assessing. attainment. of that. objective.” - 
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¢ ‘ . q 
fe Ag .a--member of. the total group, you will have an opportunity to 
Practice a force-field: dnalysis procedure and the: development’ of ‘an — 
action plan for a pre-deteimined. problem. Subsequent ly, ‘each person 
will adopt ‘one of the following roles. in randomly: ‘formed. triads: 
Communicator (analysis); Listener (clarifier) ; Obsérver (evaluator): 

. - , . . Ye - . ie . : ' 7 , 

. The task confronting the analyist. is to. define a problem. related’ 
to the concept under discussion. ‘He describés the problem, why he be- ‘ 42 
lieves it exists, the. present status ‘of work-on. the, problem and: re-. 
sources ‘or factors Which may be employed in Seeking a résolution to the | .-. 
problem as well as factors which will inhibit. effecting a solution to. 
the problem... - ; 
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. ’ . ; or ”. The, clarifier (istenex)! listens to. the nalyeise; paraphiase a ‘ 
Pe ; -. +. where necessary: “and: repéats. ‘comment: tiade by the analyist to-better - . 
ye ae . clarify ‘them. He; ‘should: -ask: prot ng: ‘questions about the .mé aning ‘of : 
‘ H i, ° ‘statements ‘thade- by theanalyist. ‘He. may, if appropriate, add ‘new | pe 
Ue | oo ‘ ay "information tO ‘the analysjs. fron: “his:ofn ‘Sipériences j : ‘ a: 

i a we ; ‘ ° 
: ae ; P iiovever, his: task is: ‘not “one éfapet forming’ an. ahalysis, but rather. 
ae : ‘to insure: the clarity and: ‘Coniunicability O£.th ne - -analysis.. Generally, 
» «f i: 23 "the: clarifier. should 80, ‘the following: “ ee } - 
yoy » - . eo 
Pe, 4 : “es ¢ 
yg Restate. what he: ‘has- theatd: tiohes. own Words. _. yO 
: ‘Ask.‘the analyist: for- conf irmation=--has- he ‘heard: éorrect ly? a 

4 ‘ es ASK. the ana ryist for. illustrations. or ehamp le ‘as an e€x- ’ os. 
iy 4 ae ‘ . S ior Seer tee aly: = Ss. 7 os & gah Sg — ? 
ae e 3 prc sf 
E ee ~ iw: 7 z - : a % Bb. 
ne . The: pbaerver ote the intezaetion between: che -anatyiee and: ‘the {- 
ca :  ——merenteerwan a = t 

“ : clarifier ‘and. ‘subsequent ly: critique the. ‘process. Specific. elements to: : 
a ; « be observed. are) n. the: observer ‘guide sheets.. ‘Whensthe analysis, ; 
a a . ‘and: ‘ite: eritique “of. ‘one? problem. area: ‘is: ‘Complete; the ‘members. -6f (the ‘ 
i 4 : group. Change’ £0165 and “Fepeat, the ‘process. on: ‘another problem: area; . 
a : i When. the: ‘exercise is: complete, each. i 
MY ‘ \participént “should ‘have: ‘Funct ionéd ‘as: ahv-analyist for his: own. "critical. i 
: ot / ; ‘incident'” and: ‘one: of his: Project: objectives, respéctively. "4 eae 
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Ss Shidv@s: Problems” | 
er Tells" 2: 
‘Bxplaizis; Defines, Organizes: _—_ 
q : ‘ : * ~ 4 ° 8 7 . 
; A\ - -_. Questions y 
. Displays:Acceptance» - : ; 
ae. i Th Se . " . 
va 
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, ; a © F a 
Keeps ‘Notes ’ . 
; “Watches-Time. ~ . 
ah 9 ‘ 
Does Not Enter in : 
the. Conversation : ; 
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J trestentngeParaphrase’ “Instructions: 7 7 aaa 
that. before the: listener résponds ‘to’ the. spéaker, ‘hé must first , 
; pa aphrase, in his. own words: and without notes; what--has been 
said: ‘by Ene speaker (analyst). : . ‘ 


B.. if the ligtene: extends: the. discussion, then: the ppeaker,. in ‘turn, 
is ‘obliged: to. paraphrase, ‘the: rémarks.. Exaiiples ‘of paraphrasing 

-  dnelude: . "I -heard you: ‘says.."5 :and “Did you-mean.to say..." If* 
his. ‘paraphtasing is. thought to:-.be inaccuraté, the speaker or the 
observer ig free to clear up ‘any - aisuniderstahding. 


a ~ 


C. Participant ‘A. begins: .as ‘Speaker ‘on--the- ‘topic of his: -own a objectives 
Partiéipant. B will begin as listener and. Participant -C as observer. 
, D. After about Seven minutes. of discuss teny ‘have ‘the observer initiate 
a brief -eritique ‘of ‘the: experience ‘for 3. fainutes. ‘He. should’ give 
“hig: :own--observations: ‘to. the -quéstions: ‘How did it goresDid- éach. 
discussant ‘paraphrase? : ‘ Thén. ‘there. -should” ‘be: an. ‘Undirééted- :group*. 
discussion for -4. minutes. using: Cycle 1. “questions: on. the: processing 
* Eo: After, discussing. the-.éxperience,. each: patticipant should write 
ae down. ‘questions he. has. regarding: the objective just. discussed, 
These ‘questions may, be used: Taree. $0 ‘they: should be: saved. 


F. ‘the séssion, recycles: with B au’ speaker, C. as. jistener,. a Aas. : 
‘Observer. After. 7 minutés- Of discussion, Observer gives” ‘reactdons. and: 
a -G. minute’ wuindirectéed. discussion using: Cycle 2 ‘quéstions takes 
; place, followed by ; participants writing down theiz- ‘questions - about 
"the ‘pbjective duse discussed. : 


é ‘ 
« 


G.* The: session vecylies a third ‘time: with C as ‘speaker, A-as listener - 
‘and- B. as observer. The débriefing may be shortened to 4. to 5 minutes, 
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Ae ie digcussion’ is ‘to be- unstructured for about 4. minutes except - : 
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: eee OBSERVER GUIDE (Obser. the arialyéiat): .: - TE 


5 ae 


' e ns , ‘ : i . : ° . | 
. . a . ‘ i 
’ ‘ : -- Is he being clear?’ . , , v 
v - ee ee ne s a oa se ppy” : 7 . : : ne  * ; ‘ : 
; ; oe => Does he take timéto ¢larify? | a er + J 
a ; e ; 5 7 Le Pad eo * - 7 : 
. ‘ é —_ P , . i. - : * 2 t . > . a . > 
. ‘ve Is he -using. words and terms that aré ‘undérstood? ee m 6|(CE 
a c , 7 , : f * . | , ‘ e . . . . + . 
<3 =. 2s * =~ -Is-he being dizese/ and to the’ point? “22 _ 
a = A . — 2 < } x cae: oe at “ F : . ve : i a > 7 : 
- | _o*. Is he checking see: what -the. g€her. person-has heard?:. 
ae a sos 7° What nonverbal | ce is-he’giving? .._ : i. 4, % 
ord Be . Bi oe eee ee . 4 > z 
A : _ +Other Observations: By a ‘ 
. < * i ® P a / é » 
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OBSERVER GUIDE (Observe the clarifier): : ee 


- "he Te he listening? - 
What verbal, ‘ag Well as nonberbal, clues’ do you observe? 
7 a —o | 
* te Is he asking the analyist to repeat? ; ; os 
° . i ; . ; ; : = = a ral *) ; ‘ 
~~ Is he asking the: analyist’to illustrate?. ( a _ Ts 
: ; : 7 4 2 a . 
Py sie Nt . 1 i ‘ 
77 Is he-asking thé analyist to clarify? | ‘ - 
ae ‘ 7 ’ ‘ = oy : 3 \ . o 7 ; 
~*. Is he repeating what: he heard to see if he is getting 
it right? x , : A : : a oe _ 
: 2 mn . 2 ; ; : 
“- Does. he seém to understand? 4 : 
7 : ‘ , . 7 & : , 
Other Observations: oO * : : ee _* 
: . . ; . 4 — : + Sac oe 
ts. ° . 
. a 7 0 - " ’ 
a) . 
& : : 
*. : . # 
* ‘ “g { fh 
s i w 
a { a 
a ‘ . 
, Ef 
at : ~ @ 


~— - ee * 2 2S Tera ; k . 
7 ge ot “Sey a 
a oes : \ e : 
Ae _ = 7 - ° 
a -. =F * © 
w ? a) 2 ; * “ 
‘ i ' oe me i > 34 
- OBSERVER GUIDE (Obsezve interaction between analyist and clarifier): 
: % * 7 : ‘ 
, o- Areé. they really following each other? 
a — oo aa they really asptentta! , ; o 
7 oe. Are they- maintaining thé continuity or — aa, 
P « one -thing: to another? ; : ; 
‘4 © What ‘kinds of nonverbal clues. are being Communicated? 
‘ - a e ye . ve : a 
* Ye 7 ‘“¢ Are they checking: for understanding? a 2 : 
‘ ' ‘oe rd ae t 
; . -e- Are they doing: the Job of" clarifying ‘hie. Problen Ak 
. statements: as asked? 
.. Other Observations: an eg : 
' 7 . | 
€ 4 ° . . 7 
a) - ae ~ e : 
: B — & . : 
. 2 . ‘4 ; e 
a ’ 
, ai 
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e < 
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va * 
., : (1) Restate ‘what he has heard in his own words ; «| 
. . (paraphrase). ., ; - . 
° 9(2) Ask. the analyst for confirmation, Has he heard correctly? * 
> ." a. 
: (3) Ask’ the analyst. for illustrations or examples 4s an' 
’ expansion ‘of. the anaiysis. » § . i 
: (4) | When necessary, or appropriate; ask the seaisee for a 
a definition of terms. Or asf, “What do you mean?! - 
3 not a . ed » ; é ‘ . e . 
; o. > % * 
. oe a) a 
2 c °- x = ae ae: : . : re 
oy PROCESSING GUIDE: 5 sk 7 _ : - 
al F : 4 * 
‘s , 7, . ¢ 
ae *oycie 1 “ —* Ss _ 
ae ‘pid you: find that you had edstieuney in listening during 
: ; : the exercise? ‘Explain. ‘ 
‘2. Did you have. difficulty in getting across what E you wanted 
to say? ; a 
a Cycle 2 | 
3. What was. your experience in formlating your thoughts. . 
and listening at’ the same‘time?. 
: a. Did you forget what you were going to say? 
7 -b. Did you not listen to others? oe 
i c. Did you rehearse your response? ° 
r 4 ; a a : a 
aa Cycle 3 C 
4, Did. the manner of presentation by others affect your 
listening seals How? "ag. 
. 5. Did you observe ‘paraphrasing during che processing essiont, 
aa a’ PTT, 
ce” 
\ f 
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lations -are ‘intentions, actions, and effect. = 
Sto the degree’ of congruence: betweén.‘one: person's: intentions: and the - « * 


--tended, 


FOUR 
° : amen ~ 


- x - 7 , : 
: ey TE INTERPERSONAL GAP 


Co 
¢ 
~. ‘ 
‘ 


+ . 7 1 1 
You cannot have your ovn: way ali ‘the time. Your ‘best intentions 
will sometimes end in disaster. _At other times, you will receive ° 
-credit\ for .desirablé outcomes you! ‘ida’ & inteng. In —) what yow 
accomplish is not always. “what syou hoped. Oy ; ‘. “ Z 


‘ 


_ + The most basic and recurring Soa in: social’ life is’ the re- 
Tdtion ‘between. ‘what you intend-arid the. efféct of your-:actions on others. 
The key ‘terms we use in, attempting to- make--sense of interpersonal. re- 


Interperson 1 ‘gap. refers. 


effect Produged in, another... Tf. the: effect i what was in ended’, ‘the *: ” 
gap. has been: ‘bridged. Tf ‘the ‘effect is. the opposite. of w at: was: in= 7 
the gap: has. become greater, . 2 i een 


ate . 


. . \ 
Tntent ions mean. the wishés,. ‘wants, hopes; désires, ‘fears that‘ 
‘give: rise‘to ‘your actidns.. Tatenticns. do not refer. ‘to. underlying 
motives: -of Which yow Bre: “unaware,” :for example, people. often. say, asker ‘ 


"an action. has produced ‘Some result, "That wasr:'t what“ I- ‘méar.t. to do. 


Or; "Yes, that's ‘what I ‘hosed. would. happen." We look. at the. Social 
outcome. aad decide - ‘whether de. ‘is. what “we intended’, Aprarently,. we a 
‘Can ‘compare what “we ‘wished: rior to acting. with. the’. se i after we 

have -acted’:and’: ‘determine ‘whether they “match. : ‘ae 


Here are. some example? of interpersena? intentions: 


s 


o “I want -him-to.-like -‘me.'” » 3 _ ae s 4 * , 
, “I want thim to -obey”ine4""" ~ (a . 4 
“T want him. to- realize that" I Henow augrege deal about 


~this subject." 


ee don't want -her to know that I ‘am argry with her. sf ; 
. . don't want to talk ‘with him," om 2 ° 
L ‘wish he. would: ‘tell me what to do." 4 


> Inten' tons toaeee: may also ‘be mixedé — 
Pr f wank him to. know I like- hin; ‘but I don't want ~. 
tobe embarrassed." 
* "I want him to tell me I! 'm ‘doing - a good- job; but I 
don't want.to ask for at.” ™S "ee 
| "JT. would like him to knéw' how aijry it makes me. when 
aay he does that; but I don't want. to lose » his: friendship." 
> \ x 
Intentions are private and are known diréctly ony “to the one who 
experiences” thém. I know ry” own intentions, but I must infer yours, 
You know your own ‘intentions, but -you must infer mine. - . - » 
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. Effect refers to a Perens inner response to the=4ctions of another. | 
“oe ‘We may describe another's effect by ozexly stating what feelings are | 
: aroused by:his actions. However, we. are often unaware of our own feelings, 


= as feelings. ‘When ’this happens our feelings influence how we see- another 


eat a og person. We label him or his actions in a way chee expresses:-our feelings 
“yrs even EnOUER we are unaware of them. 7 : = % 

3 i ry ine, a3, Tee, e : . N = , , — ; + 

PN 2 ; A's Actions . “Effect in-B ‘How B pay talk ‘about 

ie : chy , cs oo the effect. “of A'S Actions 


A lectures té B, 
Interrupts. B, «does 
not.'respond to B's 
comments, 


sat Describing. his feelings: 
aaye ‘B. feels hurt, coop When A’acts like that I © 


‘put down, angry. féel inferior: and I re- 
= : oon ‘feeling, this way." 


_ , a ee OF -Supressing hig feelings by 


Pas ie “_ ~ . te ~“sabeling aA: “A is smug ‘and - 
_ ; Pa _— : * 2 oe arrogant." * 
oJ , 7 . “ . 
o : se 4 Here are some other examples showing how :-the sank effect may be 
oe talked: ‘about as -a- ‘description .of one's own feeling. or by labeling the . 
oe . other ‘as an zadirect ‘Yay of expressing one’ s feeling. ; a 
; ~_pescribing. feelings: What he did makes me feel angry 


” a E witk him." e 
i iw Ss ) by-labeling another: : Mite! s’ self-centered, cae : 
‘ . = to ‘hurt me.” - oo %. 


. ° * 
7, id 


eo : Describing feelings: “Mwhat he just did wakes me feel vt 


fae :- : . closer and more friendly towards 
J ‘¢ eg ' £ « See ce, a2 bin." io mrs ° 
ie a Expressing feelings -.=~ : we 

- es x - by labeling another: "He's certainly a warn, under- 


: . ger : standing person." 


ws = BR 


. ; embar Fassedcand ‘ill-at-ease." 
-_ ed , “pressing feelings - og - 


es se tac He "When he zacts, like that I ‘feel 
E-= 


. . "by labeling another: : He's crude and Wisgusting." . he di : 
ve ‘ . iy 7 ~ ~ : . * * i : 
a) " In contrast ,to “Interpersonal intentions arid, effects which are private, ., 


ae actions are public and observable. - They may be verbal (good morning!) 
my ‘or non=verbal/(looking ‘away when passizg another), brief (a touch: on the 
eee shoulder), or extended Cecrins a person out to dinner). 


» 


ne 


, © 3s . a ie : a ee : 

ee Interpersonal actions are communicative. They include attempts by - : — % 

; co the sender to convey a message, whether or not. it- is received; as well : *. 

oe : as ‘actions that';the. receivér responds to as messages, \whether or not the ; : 

: ‘sender intended them that way. Here is:a schematic sufi ary ‘of the inter- © is 
personal gap: 4 : 
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os "A's PRIVATE 
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Rg ; The interpersonal. gap contains two ‘transformations. Thes° steps are 
et ‘i called coding and decoding operations. A'e actions are -a coded expression 
‘ of his inner state.’ B's inner response is a result of the way he decodes 
- A'S aétions. _ if B-decodes“A's behavior in. the-samé-way that A has coded 


{ "it, A will have produced: the effect he intended. 


To. be specific, let's imagine that I feel warm.and friendly toward 
~ i you. I pat you on the ‘shoulder. The: pat is an action code for my friendly | ~ 
aaa . ; feeling. ‘You decode ‘this; however, .as an act of -condéscension. The éf- 

' £ect of my behavior, then, is.that. you feel put ‘down, inférior, and annoyed 
with-mes~ My-system .of coding does’ not. matcH your system of decoding, . * 4 
The interpersonal -gap, conséquently, is-diffiicult to bridge. A more 
complete picture of the ‘interpersonal ‘gap ma appear as: follows: 
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A's . Ats .- a. _ Effect 
; : _intentions ee . Actions 


» 


’ Private; 
khown to | 
A only. - 


Private 
known to 
B -only 


_ Public. 
Jbservable 
by anybody 


' ae | 

t - . § = 
System of - : ‘ System of 
encoding : . decoding 
: —, 7 Must be - . : 2 - 7 26 


> & “Ss Must be 
inferred . : 7 : . inferred 
' by BV Fe 


2 by Aw ” 


.-You may not be aware of the ways you ‘code. your intentions and decode oF 
~ 3 others' actions. In fact, you may have been-unaware that indeed you do. ° 
: One of the important obje¢tives of. any ‘study-of interpersonal\ relations 
a aa is to help you become aware of the Silent assumptions that influencé how 
. you code and decode, If you -are aware of your own encoding operation, . F = 
; you can-accurately describe how you-typically act when you feel.angry, ; ) 
i affectionate,‘ threaténed, uneasy. ° a as : } 
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_ If you are ‘aware of your own inethod of : decodirig the behavior of ‘others, 


you .can “accurately. describe-the kinds-of distortions or- misreadings ‘of 
others which. you typically. smake. Some people, for example,” respond: to. { 
gestures - -of affection: as “if they were. sattempts to limit their autonomy. 
Some respond to- offers: to help as if they, ‘were: penne: put down. Some: | 
misread enthusiatm as -anger. : : . , i 
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* Because.’ ‘different ‘people use different. codes, actions have no-unique 


and constant meaning, but are substitutable, ‘The ‘diagram ‘below shows -that: - 


an ection may express different intentions. - The same. intention may give 
rise to“different actions, Different actions -may produce~the same effect’ 
Different effects may: be ‘producéd ‘by the same ‘kind of ‘action. t 


" | The some intention may be expressed. by different actions: 


* Intention . a = : Actions 
To’ show affection *------ weoee w--tnno-p take them out to dinner. : 
: woseecnnetnecncenp buy thems a gift.  . ; 
en os----- —" show ipteredt in what they say. 
, : = aaa aes wan nnwne! ) don't freavstipes ‘them when: they 


are. busy and preoccupied, 
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, Different. intentions may be. expressed ‘by the Same action: F , 


| . ’ eh, 
. ¥ 
4 


Action i 
é 4 7 take them out to dinner. .- ae 
e ,; . a Fy - 
_ é : 
| bad | r] : . 
To impress the. other~------.---22~: ; | 
we i The same.-dction may: lead ‘to different effects: - | _ 4 a oe 
a t : . f a . = = Fs : wl ‘ 
ao ; : ! i 
, . | Action: ra ; - -Effécts . ; ie 
yy, i -, A’takes B/out ‘to dinnere+----+-------B> B feels uneasy, thinks, ‘I. wonder : 
‘ shee fo ¢ ee "what Avreally wants.of me?" 
if : 
pS , B enjoys it, thinks, "A really , #44 
‘ likes me." |: ie o 
? Jd! . ee 
— or . 
cot 2 “B féels ‘scornful, thinks, "A is 
-_— : ° "trying to impress me." * 
. : .. ; eek ‘B feels uncomfortable, asheged: 7 
' "thinks, "I.never did anything ae”. ie 
4 2 r — like this. for A." . et 
a # : pa ae . , a . F a . ; 
. ‘ . Different actions may.lead to the same effect: ee : ie ; 
, 4A Actions a eae 4. at Effect “ * |: of 3 
} 6 ‘ 
rs 4 A tells B he showed B's report "+ . B feels. iebarts happy -- thinks, : 
eee F sto top See tape eae "A récognizes my competence. : 
e i rand ate a 7 
Ae t A tells B he has beer doing ; 
' an excellent jobq-------- ctpeeenee ae e ‘ 
ry = , . * sl 
f . . ' 
i A asks: B for giv iceteee sess = 
‘ } A gives B a raise~--------e--- nF j ; | 
i ‘ » I 
HT a . 
£ 
of , ke | y | 
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“It should be obvious ‘that. when. you. and t interact, each of us views 
his own and the other's actions. in <a different frame. of reference. ‘Each 
' of us: sees his. own intentions. But we- ‘see the: ‘other's actions. in ‘the 
light of the ‘effect: they have on us... This: 1s the. principle. of. partial 
: information.’. Each. party to..an. interaction has different and’ partial in- 
formation about :‘the interpersonal Sap. Bridgiiig- the. intérpersonal. gap 
requires that, each: person, vader stand: chow the: other sees the interaction. 
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| Bas Se oe _ ee . 
ae ‘PERCEPTUAL ANALYSIS: DYAD AND GROUP: a 
a. ei us ; ms aos o : j 
cp os * : i 
pe 
: ; 
- “ H 
7 - 
| a 
ne 
) 
f 
They ‘convey feeling. by, naming or identifying what the speaker feels. | 
yA "I am-disappointéd.” "JI an furiously angry!" "I'm afraid going -this ey 
: fast!" "I feel discouraged." a ee 7 . 4 
R 4 A description of feelings conveys: maximum information about ‘what i 
you feel “in-a way that will probably be less /Hurtful ‘than commands, is 
; questions, accusations, ‘and judgments. Thus’, when you want to commu- : 
} nicate your feelings more- accurately you will ‘be able to avoid using : 
: ° commands , questions, accusations.or judgments. | ~ : 
‘ The following incident may serve as/a case example for discussion i 
4 and analysis.» The Participant(s) is however encouraged to supply. ex- i 
, amples from kis own experience either as critical incidents or .as case ; 
: . studies. ‘ : ts 
Jane hadn't .seen Tom Laird .sincé they were- together at Brookwood 7 4 
" School, When she found that she would be. attending a- conference in 7 
Pos a Tom's city she wrote to ask if she could visit them.:.Tom‘and ‘his wife, _ 
Marge, whom Jane had- néver met, invited her to stay with. thém ‘for the : ; 
. three days of the conference. - = - : .- . ee , 2 
rv $e e : 
7 e 
oe : e , 
4 & 3 
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‘After: ‘dinner the first night. Jane: “was “the ‘one::wtid “euggested “thet R ri 

2; : ” they. clear. up the. dishes } {so- they - céuld settle down: ‘for .an evening- of & ; . 
a . ; telk.. _She was feeling warm and: oeey to:both- of” ‘the: Teirds, end: . , : 


: = 3 : sat, first - ‘protested: bit ‘lie ‘the. -cont inued” cleaning ap ‘they ‘Degen to 
“help; | In’ “the: ‘kitchen: Jane took: cover ,, only: allowing: Merge ‘and*Tom:to \ 
t . . wie in Little- ways. and. to'tell. ‘her: where: to: find. fon: Store =e : : - & 


“When: they. had Pinishea in. the Kitchen, Jane- comnbinted, "Phere. ‘ 
. “now; ‘thet: didn tt ‘teke-' nig: “and | everything’ Ss: spiczand epen.” Moree ‘ : Aa 
. : Feaponied;, ‘"T $+ was ‘very; ‘helpful Of: ‘you. “Thienk:you. aan “ » 2 us 


a ‘ Wher: Ton. ands ‘Marge swere- ‘preparing tor ‘bed. Jeter thet: evening, } Sos 
arn : 7 Tones: startled to:hear: Marg burst/out: with. *y, was- sovhumiliated . ! Sy 
Lo Ivjust” ‘regent : ‘her’ so:much; ‘T Censhardly” stand At. at ee : : 


: _ "Yointieen: Tene?” ‘what did.-she: do: ‘that sips ‘you: sot” 


i person, 76, come: intO-my: hee 68 a: #isitor “end. ‘then: ‘the. moment - -dinnér 

= - ‘ts over: ‘organize the- whole- elsenete:. Itte:- -@asy.’ to, tell that - she * 

a) ; thinks Tt not.-@ go0d"hous sékeeper. At first I ‘felt Ansdequete ‘4 

Pee : ; end then-I felt angry. 120 ‘xeepzhouse- ‘anywey I, Like’, Who is she to 

a . ls s . show. merup?- -After- ell ‘Bhe' 8 a. aad ‘end. -you'd think® she'd “be- grate- 
: - ful for: our, putt ing: ‘her -up."* - 


0 = Wen are care ammonites ont oe = 


. 


: a | 
igw,! c'mon), Merge, Joie Was é just trying: tobe herptu." ie a tyg 

a) . Wert? it “Wasn't helpfutt It was: -humiliating. It's going ‘to i : | ae 
a4 ; be hard: for me to:bé nice-to her for three. days. vue ; a oe 

: : a . : e . > 2a x 

. z _* we. gs . a a - ca . { , 2 
* JANE ~ a | ad wWaRGE’ ” : i ae 
ms ; £4 . Intention : : A { 
rt ” . : * . : : . : ‘ : : \ i 
ey ‘Tene! 'g intention: : Ione initietes and - : Effect on Merge: ar i 
“3 , "I went them to organize kitchen ""T. feel. inedequate. | 
t - "know I like. then and cleeh-up. “ T resent her," 1 

j ; + am-gratéful ‘to: ‘thei 7 4 . ae 

. \ ‘, : : , ‘Merges iiference . ; ot 
Pe : a about “Jené ‘and: Jane's’ : 
ape intentions. "She's 

{ : ; o pushy. She looks 
ft Jane ' 8 inference. : as »  downeon my -housekéeping." 
a about ‘the: effect on- . £ 3 

: Marge: ' "She knows . Merge seid: “Thenk Marge's intent ion: a 
4 I amégreteful, “Shes. -you®, It was help- - "I don't: want” her to : 
+} ek : 9 ° 
F i spprecietes: my ges- ful ‘of you." : -know I feel inadequate . 
4 ture." : : ‘and thet I resent her,' 
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Note the gap between Jane's intention and Marge's inference 
about Jane's’ intentions They do not match. In fact, “they are al- 
most opposites. Note also. the gap. bétween-the effect of Jane's action 
on ‘Marge ard Jane's:-:inference: about the effect on Marge. Again they 
are almost .opposite,- - | , ° " eee * 


ule oon 


‘ the 


Te eh at ee ae vr ee ke 


| However; within each person the ‘situation is balanced. Jane's : 
intention is “congruent with the effect. -she ‘believes: occurred in, Marge. . ; 
Likewise, the inferences Marge makes: about Jane fit with her, feelings 7 
a8-a result of Jane's action,~ - ~~ , i 
* The action céde that Jane used to.convey her friendly feelings = 
was ‘decoded’.quite differently by Marge. Why did Marge’’tell Jane she. - ‘Se 
‘had’ been helpful if. shé. really. resented it? an > - 4, 
¥ a . ; . : . 4 . : a : ; 
‘ ys 
i c. 
4 , 7 i 
' ra : ! 
ed oe : 
: s e , y 
i 
; . i 


TN eee a sn ane nt apa 


am “ "*- 
s , 
. ' . 
45 . 
| -@ . 
» : ; - a . 
a ‘The goal of. thig, exercise 18\'to- -help -you. recognize when‘ you aré- 
‘describing. your feelings. -and..whén: ‘you -are conveying. feelings, without 
describing: them. Trying. to déscribe what you ate, feeling is a help~ 
- ful way to become more aware of - ‘what. ait, is. you: do feel.. ‘This exercise 
.doesnot ‘deal with the. Ronverbal ways we convey feelings. It focuses 
on: the. kinds of verbal, statements: we use: to: -Copmmnifeate feelings. 
Firat: Examine Item: 1 ‘on next page "iperceptual: ‘Item Analysis." 
: / -the. set, each sentence conveys feeling and: each ‘sentence 
5 - Could have: ‘been; ‘spoken- by: the:.same: ‘person: in the ° Same’ 
' situation. Each: “sentence; . however, _may- be-either of. two 
8 difterent ‘ways’ o=.. commiunicating feelings by- words.’ 
‘Second: ‘Plate a D*béfore. the sentence. that - conveys: feéling by: 
— describing: the: ‘speaker's: feeling... ° 
. ‘ Place a No before the ‘genténce. that -conveys: feeling: but ; 
Se doés BOE E deseribé what it iss 
-_ tN s . 
: . Third: Coiera your -zesponses to Item 1 with ‘eines: of the other 
‘ ; '  mémbérs of your triad. . Discuss ‘the Peenas for any 
a difcerences. . » % ‘ 
\pourth: Tern. to“the key pages titled "Perceptual iistvets Re= 
\ - sponse," 


Examine Item 2 and repeat + the process. described. above. 
Then continue this processgin. turn,,for each item 
Nagatil you have rere -all ten items.. , 
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Item l. ( ) 
3 + : () 
: Item 2. (. 2) 
C_) 
‘ ° oa 2 
P S 
“ _, Item3. (2), 
ae (J) 
7 teem 4) 
. “GS 
’ Treas: Al _). 
j J 
a a) 
Item 6. -(. ) 
| (uy. 
(_) 
Item 7 : ¢ (: ) 
. « (Ce) 
Item 8. ( ) 
7 (___) 
Item9. (__) 
aS ; 
Item 10. (___) 
(—y 
(oy 


* *Shut up! 
. i'm realty: Snneyee: a3 what you just. said. 


‘Can! t you. see I'm busy?. - 
~T'm beginning ‘to -reseht your ‘frequent.. ‘interruptions. 
; You, ‘have no- -Gonsideration for. -anybody' ‘8 Leelings.- ‘ 


: i feek: -disdotitaged ‘because of some things that - 


‘This has ‘been -an. awful - day. "! 
You! re..a Wonderful person, © oe 
I really. a aa your opintéiespou! re so well-read. 
a e° "3 . - : § 
oP feel ‘comfortable © and. free. to be: eels when . 
I'm around. you. : 
We all- feel you're a wonderful person. : i 


I feel inadequate to contribute anything to this group. 


Not anothe er word out. of. you! \ 


6 a 


2 + 


Don! t you: “have eyes? 


You're conplenely selfish. 


- 
» > ena . 
ar . of . 


happened ‘today. 


meee likes "you. 


| . a 
If things dor't improve around here, I'1I look | 
for a new job. ~ me 
Did. you éver -hear. of such a lousy place to work? 
I't m afraid ‘te admit that I need help with my, wOrhs 


2 e 
a 


This is a very poor exercise, 
I feel this is-a very poor exercise. : 2 


_ 


I’ am inadequate to contribute anything in this group.. 
I am a failure + I'11 never amount to anything. 
That teacher is awful - he didn't teach me anything. 
I'm depresséd becaiise T did so poorly on that test. 


’ 


I feel inate and Léolated in my group. _ 

For all the attention anybody pays to‘what I say 
.I might. a8 well not ‘be in my group. 

I feel. that: nobody ain my. as ‘cares whether I'm 
there or not. 


mak 


. Ps 


Perceptual Analysis Response:< > ° ad : eb of % 24 
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; ‘Item ls. a...No. “Commands such. as. tieees ‘convey strong emotion” but’ do ; 
f ; not ‘name what feeling prompted. them. . 5. + ee . 4 2, 
b...D. Speaker: says he. feels. ‘annoyed, 


t- 


» ; 4 


. 7 


_ Item.2: a....No. Questions express Strong. feeling without naming: it. 
so -b...Ds , Speaker says he feels resentment’. 

C....No. Accusations -convey. strong negative ‘feelings. . Beéause 

+ the feelings ‘are: not’ named: ‘we do not, know whether the accusations - ‘i 

stemmed. ‘from anger, disappointment, hurt, or ‘what. 

Item 3! as.<D.. “guesked says ‘hée” ‘feels digéouraged. ? ? ‘ 

b...No° The .statemént appears to describe what ‘kirid: of day it 
was. ‘In- fact, “it expresses - the-speaker’, Ss. negative feelings 
without | ‘saying: whether. he feels:depressed, trinoy eds donely, 

humiliated, rejected, or. what : xu ® : x 


Item 4: . a...Nos This veivésjudgnit: reveals’ positive feelings. ‘about 
' ‘the~other- but does: not describe: ‘what they are. Does. they 
speaker Tike ‘the. other, respett -him, ‘enjoy hin, admire hi 
: love: -him,-or what? . 
e- c — b.ieDs ane speaker describes. his positive “Feeling as tespect, 


Item 5: ais.D. A élear description -o£ how the speaker feéls when 
with. the other. 
b...No. First, the speaker does not speak for himself but 
. hides ‘behind the: phrase, "We feel". Second, "you're a-wonderful : 
“person!' is’ a -value=judgment, and.-not a feeling name. : 


% c.s.Nos The Statement, does name a feeling (likes), ‘but the , 
, speaker ‘attributes. it to everybody and does: not make clear that ' 
the ane ‘ing is within. him.~ A description “of feeling must contain 
"I", melts “my; -or "mine" to make:clear that the feelings 
ee are "the - peakér' s own, and aré within hin. 
. Does. it seem more affectionate for -a person to tell you, “2 
ee like you." or "Everybody likes you"? ~ . 


Item 6: a...No. Conveye negative feelings by talking about the con- s * 
‘ dition of things. in. this organization. Does not say what the 
speaker's inner state ise. 
b...No. A question expresses a negative value-judgment about 
‘the organization. It does not describe what the speaker is feeling. 
c...D. A-cléar déséription of how the speaker feels in relation 
to his job. He feels afraid, 


Expressions a and bare eriticiems of the organization that could’ come from 
the.kind of fear described in ce ; : 


: Negative criticisms and value- judgments often sound like expressions ‘of 
“anger. In ‘fact, negative value-judgments and accusations often are the 
result of the speaker's fear, hurt feelings, disappointment, or lonelinegs. . 


‘<) 
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Item 7: 


as. Nos A negative value- judgment conveys negative feelings 
but: foes not say what kind they are. 


be. .No. ‘Alttiough the “speaker beptan’ by, saying, "I feel..." 
he ‘does not name what he is: feeling. Instead’ ‘te makes ‘a neg- 
‘ative- -value- judgment. Note that merely tacking the words "I 
feel" -on-the front of a statement does .not-make it a descrip 
tion of feeling. People often say’ “I ¥eel'! when ‘they mean 
tty think" or."I believe". : For example, "J feel the Yankees - 
will win. " UT feel you don't like. mes « “ . 
_ Many persons say they. are ‘unaware. Of “what they. £6el, or say 
_they-don't have. any. feelings ‘about. somet hin a ‘Habitually, 
“however” they do ‘state, valve=judgment's withevs® recognizing that 
this is. the way their positive or, negative feelings get expressed. 
the speaker could. have -said that he felt confused. or frustrated 
or annoyed. ‘He would: ‘then have -been,-describing his. feelings 
without ‘evaluating the exercise-itsel£, 


Many ‘arguments: could. be: avoided. if we were ‘careful tq: describe 
our feelings instead. of expressing. then. through-Value-judgments. 

For ‘example, if Joe.says- the -exercise ‘is poor and Fred ! says it 

is good, they” may argue about ‘which it Wreally" is. - However, { 

if Joe. says: ‘he was frustrated by ‘the exercise and Fred. says. he 
was anterested and ‘Stimulated. by it, no arguements: should follow. 
Each person's ‘féelings are: what they are. O£ course, discussing 
- what if means that each feels ds. he does mey provide helpful - 


3 information about. each person and. about the exercise itself. 


Item 8: 


% 


aed. Speaker says: he ‘feels inadequate... 

‘-b...No. Carefull, This soufids much the same as the previous 
Statement. However ;, it says that -the speaker actually is 
inadequate, not that. he. just currently feels this way. “The 

. speaker has evalvatéd himself. He has- passed a negative value 
judgment -on himself, and, has Labeled himse1£ as dmadequares 


This- gubtle difference was introduced buesise many ieople con- 
fuse feeling and being. “A person may feel inadequate to,con- 
_7t¥ibute in a-group and yet make helpful I contributions. Likewiée, 
he may feel adequate and yet perform“very inadequately. A person 
may” feel ho) hopeless | about a situation that turns out not to be 
hopeless. : oe 
One sign. of emotional. mattrity. is ‘that a person does not confuse 
what hé feels with the nature of the situation: around hin.. Such 
@ person knows he can perform adequately even though he feel's 
inadequate to the task. Hé does’ not let his feelings keep him 
from doing his best because: he knows - the difference between 


feelings and: performance: Whe two do not: always match. 
, 


a 
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Item 9 


Item '10;. 


a ee ; 


e 7 * 2 : a eae 


a...No.- The’ speaker-has evaluated “himself. ° ‘Ke has passed ‘a 


negative judgment on himself, and labeled himself a failure, 


: b...No. Instead ‘of ‘labeling himself a failure the speaker 


‘Y 


blames the teacher. This is another valiie-judgment’ and ADE: 
a description of feelings. ° - 

. 
c...D. The speaker. #ayeche feels depressed. ; ¢ 
Statements a and'c illustrate the important difference between 
passing judgment -on oneself and describing: ‘one's feelings. 
Feelings can and: do. change. - To say that I am now depressed 
does not imply that I will or, must ‘always feel the same. However, 
oh a i label .myself ‘as ai failure, if I truly think of myself. as ‘ 
a failuré, I will: increasé~ the qe epaegre es that, ‘i will’ ‘act like: 
a failure; - 

seve ! 


Oneé:-woman stated this important insight for- hevaele in this 


way, "Ihave ‘always thought Iwas ‘a- Shy person. Many new ’ 


thirigs I really would have ‘liked to do I avoided. I'd tell 


myself I was. too shy. Now I have discovered that I am not shy 


atehoven at times I feel shy." - ; . ‘ 


Many ss avoid trying new chings ‘and thus deusdink’ when we 


‘label ourselvés,, "I'm not artistic. "" "T'm not’ creative." - 


"I'm not articulate." "7 can't. speak in groups." ‘If we re- 
Cogniize: what our feeling is- beneath .such Statements, we would 
be more willing to risk doing thing’ we -are ‘somewhat fearful of, © 


a..-D. The speaker says he feels lonely and isolated. 


ca 


_b...No. Conveys negative feelings but’ does not say. whether he 


feels angry, lonely,,. disappointed, -hurt, or what. 


c...No. Instead of "y, ‘feel the speaker ‘should have said, "I 
believe, The last part of the Statement really tells what 
the. speaker. believes others feel “about hin ane not what he feels. 


Expressions c and a relate to each other as sob ious: "Because 
I ‘believe that nobody in my group cares whether I am there ‘or 
not, I feel lonely and isolated." 


* DESCRIBING: EMOTIONS “mNsTRUCTIONS 
Goals: , -_ 


¢ i . 


1). _to. assess. participant | skills. in int descigbing feelings. 
2) to aid: pa participants ‘to differentiate = accurately between vartous— 
expresséd feelings ‘and iow: when they are des xibing feelings ae 
; ‘when Epes. are conveying feelings without paula them. 


) 


Materials Required: - «3 
, viphe Helping Relationship" ; 
-, 


x 


Specific Instructions: : 
Boo | _ 
ACTIVITY: - . SUGGESTED NARRATION: ° 
"To -help-you:: develop. your “skill” 
in. describing. feélings; yous will & 
" have an opportunity: to try out." : 
your skills in Seacetba te. feelines 
expressed Melt through ‘the 
following éxertises” }/ . 


“Now -we, will, atrempt to. ‘apply the 
information. oe get into. ° 
groups of six.'"" ; 


"Think back aura this institute. ° 
Each perso will then déscribe 
Allow about 10 idrutes: for ‘+ dn turn’to your group when_you 
these discussions end allow exhibited -eriotional behaviors 
‘questions at conclusion. _ similar to those: you have examined 
; * and what they were." 


y 


5k : 
DESCRIBING BEHAVIOR INSTRUCTIONS ._ 
~~ . . ° 


~~". Goals: a 


-  & ly to assess pax sticipant skills in describing behavior 


_ ' 2) ,to ezable participants to differentiate between actual behavioral. 
i - descriptions and infererces, evaluative stateme rts, etc. 
rs : oe ee we - < 
a : Materials Required: : . ae oa 
e~ 2 a "rhe Eelping Relationship" . ‘o  & | ‘ 


Groz> size: ‘Variable , 


| ° ACTIVITY _ SUGGESTED NARRATION 
“,, ‘ - - Ne s "To help find: out your -skill. ‘in. des- 
‘ ae : cribizg behavior we have a quick role~ 
; : fo P play sitvaticn arranged. Please Write 


statemerts bn list form during: the ° 
- ; ‘role-play. wilich deseribe what is 
- ? : happening. Make whatever statements. 
ab! : : r seem appropriate to you. " 

Role Play 1 - two staf£_members 
role play an appropriate conflict 
a ‘situation ~ relevant to participant 
; ‘interests - that allows opportunity 

for a number of differences of 
“4 - opinion, inferences, etc. to emerge. 
(Allow about 5 minutes.) 
Have ‘5 participatits analyze statements 
in their notes from role play.1 on a 
sheet. of paper under the following 
heading--beb zavior description, 
inference, evaluative statements, 
etc. (allow about. 10 minutes). 


5 
a 


‘| “Role Play 2 ~ have two staff members . 
‘ role plsy another conflict situation. ; 
} Once again have participants take —_—- ; . 
SOs notes-which describe what is happening. - _ . — = 
_ Contrast these notes with those of 
‘ role play 1 and discuss as desirable. ‘ 


eve 


a 
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~ SELF AWARENESS EXERCISES —- °* 


~ 7 7 


AWARENESS OF EXTERNAL STIMULI; AWARENESS OF PRESENT FEELING: Stand with 


your‘eyes closed, be aware of sounds, smells, sense of others. nearby, 


—“~“floor under feet. .Walk arcund the room and try to be awae of sensory. 


perceptions. Stop:~ what emotion are you experiencing right now? Can 
you put a name to it? Tell it to someone? -Did you meke~it™iiore pdsi- 


_ tive when you communicated it?” _ ek 


WILLINGNESS TO REVEAL ONE! ) SELF: Choose a partner. Tell him about 
yourself, rot in terms of facts, but in térms of how you see yourself 
and how You operate. Describe your loneliness moment. . Tell him: some~. 
‘thing you are ashamed of. Tell him something about -himself or about 
‘how you see him.” , 

Did you tell him the truth? “How much -did. you hold back for the sake of 
"politeness"? How much did-you hold back for fear he wouldn't like you? 


‘HOW MUCH SPACE’ :DO “YoU ‘NEED: Break‘into a group., Mill around with your - 
eyes closed- Now ° “find yourself a position. that is comfortable for you. 
Reach out with ‘your hands.and see how far you are from the next person. 
Move around until you sense that you are close enough or removed enough 
to be a eae Open your. eyes. Would you like to move your ‘position? 


BASIC TRUST: Forma circle. ‘Examine the person’ on your right. Do you 
trus€ h im? Would you“loan him money? Would you trust him ‘with your 


- safety?” “(Tell him so, i moe) Do falling backwards exercise. 


AUTHORITARIAN COMPLIANCE: Make an assignment to group members that each 
person hold his left earlobe with his right hand, Do not instruct ‘them 
to let go until someone protests: 3 ve Bis - 


GAMES PEOPLE PLAY : ‘Discus$_individual ways: of turning others off and . 


turning, them on. Have each member name the most effective: game he plays. 
PHYSICAL PERCEPTIONS : Have one member stay in the center of the group 
with\his eyes’closed. Choose one member from the circl® to go in and 
shake his hand. Have center member respond to the impressions froin the 
handshake. . , : ° 


Os 


Have ‘members go around circle and tell the person on his right what 
, perception he has-from the other's pasture. 


HOW OTHERS PERCEIVE US: Have four people in each group. Each one is 
pfesented with $10,000 and two months vacation. Have the others tell 
him what they imagine he would da! with the money and time. No response: 
£rom designated memker. At end of exercise talk about MRSENGE others 
perceived ycu as you perceive yourself. 


° \ 
. | 


<) 
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GROUP ON GROUP: One member observes the behavior of oné group member. 
Form one group and observer recounts his perceptions of the member he 
observed. Reverse procedure but this’ time with.a task to choose a 
.leader of the group. 

PERCEPTION OF OTHERS : Choose a paetien: One tries-to-communicate a. 
féeling with his facial expression. Other tries to tell how he perceives 
‘tthe communication. Reverse. 


a 


" FEELINGS ABOUT TOUCH: Milling around. - Pick a ie and with eyes 
closed try to have ‘a conversation with your hands. Have a fight. Make-.. 


up. Now touch his face and see if your feelings about him change. Does- 
this make you féel as through you know him better? Do you. chink this is 


xj wv 


HONESTY: Pick a ‘partner. “well him something that you are «host afraid 
of. Tell him some secrét about yourself, z 


PY ~ 


“te 


gTell him Beas eniae: about himgelé. Ask him a persona question, something 


that you have wondered about. Did you: tell the truth? Why not? 
~ x * : \ i 
" COUNSELING LEADS 


= ~ 


I've lose one job after. another. The last one was my big chance and 
I muffed ic agein. i ‘LL never .have. Another chance Like that one. — - 


I grew ‘up in a Jewish neighborhood\and know how biose people -are-- 
money REEEY) pushy, Loud+=I d ghadly see them all? in«a gas chamber. 


” 


Now that I'm cetypied I'li\never get oe 


If seems that everything I did-was wrong. ,Nothing I could do would 

ple-se them. My parents never ie me. 
i SES 

Did you ever notice that‘ you can't depend on blacks? They're Lazy 
and dirty, -and if one moved into my ae bgbornno he'd be SORTY he ical 
where he doesn't belong. ; 

* . * aN 

I couldn't stop myself. I knew I'd bé sorry but when the boss told 

mé to go to hell I smashed him. 


~~ “The~other fellows found out I was gay. T\eould feel them looking 
at me as if I were some kind of freak, I can't ‘go through that again. 
I'm afraid to take another job. : 


; I get up in the morning and I dread facing another day. Each day 
is so empty. Life doesn't seem worth the effort. 


O- 
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I° kept hoping , the ‘invitation would come but when it,did I got all 
tight inside... I wanted to go to the party, but then I changed my mind, 
I wished -all evening I hadn't been invited, 


x 
pss 


The teacher never gelia at me or even looks at me, but I get a 
Stomach ache every time I Bo into her class. 


Silence. 
I don't know ‘where to begin. 


I don" t have any ‘friends; I try to maké friends with other people 
but theyre nice to mé and then they - turn away. I'm just not like other 
people.’ . - ‘ 

Zz * 

“Now they're. ‘talking about a minimum incomé--you get ‘paid for doing 
nothing,” for being useless, If those people would do an honest day's | 

AS ‘they'd get paid: for it like everybody élse.. Why. ‘should we give “ 
some People a. free ridé, =e 
x t 

‘It was a day like every other. day except that it was different. aL 
“just knew I couldn't go on~-no, job, no one who cares about me, nothing 
to look forward to. ‘That's when I eseided to end it all. 

i: ae 

* “He ‘keeps telling me he loves me Bae I start to swendés about it as 
soon as he. leaves for work, And. it gets worse as the‘day goes on. I 
keep wondering if he is really at the office.or if he has someone else. 
By the time he gets home I'm so depressed -and irritable. Tf 1 try to. 


ask him anything +he gets mad and storms out. 

My boss asked eA to stay late again last night. -I really didn't 
mind it, * : 

It's always 'Brian this and Brian that!! I'd like to never hear his 
Name again. Even if hé is my Prather, I wish he were. dead. a 


~ 
’ 


I was in prison. I stole a,car, 
i 


I knew -it was wrong to throw that rock through the window. 


The other counselor didn't spend so much-time with me. I feel as 
‘though I can tell you anything. a if 


The other counselor -said my boss must have a serious problem to 


"make him act like he does.. 


What do you think I should do. 


ica 
i 
s 
‘ 
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PROBLEM IDENTIFICATION AND SOLUTION “ 


An anelyeis of the field” of force affecting araanisat tet probdlems 
will help in making issues more concreté, ‘will help determine most appro- 
priate goals 8 sub-gosls, snd will produce. cluee about required skills 
mise ing or needing’ improvement. Such diagnoses should help to make. action 
more product ive toward the Boyt ion of skills problems in orgsnizations. 


Proceed ing toward problem resolution without diegnosis of 8 field of 
forces may’ lead to unnecessary trisl afd error, It may also al leviate 
symptons while the problem rems ins and sny movement toward goals stays 
dloc@d. . . é toe 


The importance of ident ifying.and stalvetng a field of .forcés lies in 
its-wide applicab: iljty.s Force field analysis may be applied over and over. 
For -exemple, applying the tools of force. field anslysis to the problem: of 
learning s new skill’ igs an important aspect ‘of the inservice instruct ional 
systen. 

In probdjem situations a typicsl response 1s to jump directly from the 
prodlem situation to considering a plan of action. The real problem in 
this case is that several steps in Pane problem-solving Brodess sr left out. 


Problem Ident ification: « : , = 


A prodlém is s falling short of-sn ideal state. It is a block to the 
achievement of s.gcol. Probdiem identification and problem solving is in- 
tegrally. connected to goal and goal Behsevese tity For example: 

? 
The vorteontel ‘Line 
represents movement > 
toward the goal 


dition, s problem, s barrier to movement 
toward the goal. - 


In the development of organizational patterns, solving problems so they 


stay solved requires that the problem ststement be as concrete 3s possible 
and satisfy the following criteris: 


1. -Who is causing thé organization problem? 


‘2. Who is affected by the problem of the organization? 
3. What.skills must bé used in order for the problem #0: 
be solved? 


—_ 4, What is the nature of the problem? 


‘ 


a. Self: Conflict about values, sttitudes; 
lack of skills; inability to ex- 


m m 
ate 
+ Tm re er) 


The vertical line represents the present con- 


press feelings; a different perception. 


toe 


o? 


‘ e. Other Forces: « 
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b. Other: Lack of understanding; net willing .to 


use his resources; lack of skil}s:. 
conflict about values, attitudes, 
Cc. Orgsnizetion: Lack of communication chann213;. lack . 
. OP scheduled time end resources; lack 
’ of clsrity sboyt membership roles and 
4 norms; power: conflicts in dectsion-_ 
. making; lack of support’ for innovation. 


; a. Society: Ccmmunity vélues in conflict with organi-. ° 


sation values;, lack ‘of clérity .dbout 


Re 


P , re goals; othér structures-in con?lict: with 


organizat ion structures, 


‘* 1 


5. Whoet else ‘needs to be known about drganizstional develop- 
ment in otder to clearly define the problen? . 


a. Orgsnigatlonal' theory 
\ “ b> .Reseerch findings - : 
ec. Existing ‘inacat ions ; ° 


Statement of Gea lk: 


The horizontal dimension, movement toward a goal, must be stated “in 
operational terms. The zoel stutement contains a description of a condition 
Which should exist, or of hoy things will ‘bé different The way the goal 
statement is written helps determine the nature of subgosls, both. proximal’ 
end more distant sub-gesls. Action taken depends cn the final outcome being 
sought. A gool-ststement mst meet the Tollowing criteria: ar = 

Cy * : : vos ‘ 

1. Is it messurebdle (hoy will you know you have arrived; 
heve you indicsted accepteble givens end concitions; what 
are your criteris for meastiring movement tcward- the goal)? 


2, What is its significance (wil it be worth its cest in 
time, money, enérey, etc.)? . 


3. In wast demein or dassingsesn it be. identivied? 


8. "Cognitive (whst is know) ’ 
b, Attitudinal (what is felt and valued) 
‘c. Behavioral (what is done) 


° 


4. Communicability _ 


: 


Goal Dimension 


$ 


-~ 


Problem Dimension 


The process of’ identifying provlens (or goal) should also consider causal 
thctors; that is, force flelés. Fron physics the corcept of equilibrium is 
borrowed, which is e state of balance between oppesing forces, end applied 
it to problem analysis-disgnosis.’ A problem exists in e field of forces. 

The present condition or problem stays in equilibrium because of a set of 
opposing forces. ‘ 


57 : a. 


H 

; 

‘ ’ : 

_ > Feciliteting _ Restroining 
° forces aid .— . forces 
a sas . ; 
: - owerd gosl a 
i 

i 


x 


7 : i 3 = 4 3 fee ee ‘Present condition _ 
7 Do whee oF oh probler 


* 
« 


E One. tesk is tocident ify énd list those forces which fecilitate movement 
nee . toward the gosl, thus: ———a 


Facilitsting “had 


forces —_—_-_-_ o 


. Gosl 


~~ 


i Another tesk is to identify and list those ‘forces which are * Restraining 
ghovenent toward” ‘the goal, thus: . : 


* e . 
¥ { i > 


Restraining forces 


Gos 


* Now we. have identified en array of -forces. which both nate end hinder ‘ 
: . > continued: movement toward the goel.° It is important to keep in mind thet 
: , movement toward. ® gosl can be impeded at any point along the way. Every 
H ; time this happens the situat ton- which-caused it mekes goal achievement 
: ‘problematical and* therefore, mekes the ident if icet ion-of_supps ng-and 
’ ‘ : blocking forces impartent . ; ; : . 
Ranking. end Reting Forces: , 


The equilibrium, or condition blocking movement toward the goal, can 
be _ changed: by adding focilitet ing forces or by’ increasing the strength of 
é ‘ these facilitating forces )\end/or ‘by reducing, or ignoring, or changing 
t 7 restraining forces. In meny instences the tendency of problem solvers is 
i ‘ . to-edd.to or increase the strength of facilitating forces, perheps ceusing 
= an increased push or. counter drive from the restraining forces. A more 
i effective approsch may beto work:to reduce or change the restraining forces 

= first. 


The enelysis is not complete until diegnostic techniques heve been ap- 
plied to the forces, Forces need-to be submitted to evaluation end ‘gerut iny: 
are they velid? how do we know? how. ‘significant ere they? whet is their S 
F strength? how can we find out? cen they be changed or reduced or redirected? 
a : what will help or hinder in en ettempt to chenge them? The following ere 
> criteris din the steps for en anslysis of a field of forces: i 


id 


Step One - The criteria of step, one is IMPORTANGE — é 
a.. If ‘the- force (helping or hinder ing) is changgd, movement 
“would result. Which of these forces are most importent 


2 _ for gosl ach iévement? 
b.. Rank order all the forces, the most importent béing 
.. number one, 


Step TWO - Rating may be’ done on three dimensions: STRENGTH, a 
and WORKABILITY. 

a. Strength - How resistant to “change is each force? 

a - How ay or hard would it’ be to change the force? 


¢ 


Rate a force as to setesen 


pon) 


A tas i: ' . . } . 

Easy ‘ ‘Medium’ Herd | ‘ 
be Clarity 4 How cleer 45 it to me thee it is.a force? 

* What @viderice do I have? 
Je Sey 
: Clear . - - Partly Unclear 
: Clear \ 
e.” Workability - To what extent can I de something about 
changing the force? ; 


~-Weigh each force for workability, using a ) plus () 
or a minus (-). .An arbitrary aoe rating may also 
C ? be used (1,°2, 3).- 
. s --Informat i ion yielded in this way Will show degree of 
workability for each force. ° 


Note: It may be negessary to do another force field atlalysis on the farce ° 


4 


or forces selected in order to more accurately determine the skill: 
heed ing pract\ce. : . 
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PROBLEM SOLVING: a ; \ 


Problems exist nowhere but, ‘in the minds of people, \nar would they exist 
at all if people knew all that was needed to s8lve them, Such a statement 


- is only partially true in thet each of us "knows" more Spout any given sit- 


uation than seems to be applicable ‘to the problem at hand. Each intelligent 
being is constantly gathering, and: process ing data‘which pertain to his 
environment. The force field diagnostic technique cen hel in the organize- 
tion and selection of data which* will contribute to goal. achievement . 


‘Other then. one 'S "self", our greatest.potentisal for sie Live problem 


-sobving is "others". Those with whom we work and associate have secess to 


8 vweelth of information and skill which, if applied to our problem,’ could 
give strong positive movement toward the gosl. Skill is tieeded in both 
the giving, and receiving of help. Team building skill exercises are 


- designed to facilitate both giving and receiving with a heavier emphasis 
-on re€eiving help since that is the area which our cilture hes efbect ively 
‘discouraged. ‘ : 


In additiom to the pect en solving help Which is: immediately available 
to us from ourselves, and others, much information on similar and related 
problems hgs ‘been recorded, end is available in both published and unpub- 
lished material. The professional journals frequently contain rpports of 
studies wakeh give: data gemiage to your interest. 


 CokLectin Informst ion for Propien sonviage i. \ : 
‘e 
When 2 problem Sequies ategnosis within its own setting, \but defies 


understanding from observetion alone, methods of collecting significant 

data must be obtained. THere are many prepared instruments for situational 
diagnosis, and the representatives of most ..publishing companies may be help- 
ful in selecting an appropriate insturment. Many. times ‘prcblems’are so 
unique to a particular setting or group that a special instriment must be 
prepared. The particular use and statistical treatment, if any, to be used 
with the data will determine the qualifications of those who will prepare 
the instrument. : 


Before collecting data, one should refine his. force field to a. position 
from which he and one or two others as helpers. can sélect that force ‘which 
can, best be changed. From the selected force, one should select a first 
action step (also with the help of others) then do another force field on 
the forces for and against taking the first action step. . When selecting 
tools for data collection, one should examine the functional specifications * 


. Of available tools, and match those functions with the ranking and rating 


of his force ‘field. 
™% 
Since people are an important and significant source of information, 
certain methods should be employed. In order to elicit the requisite 
and relevant information, brainstorming can prove to be 8 useful device. 
The following ‘principles and procedures for brainstorming can produce a 
number of alternstives for consideration: 
; 1. The sessign will be more product ive’ of ideos if you refrain from 
. evelusting them or discussing them ‘at the time they are proposed. 
Educat ion and experience have trained most of us to think judicially 


‘<) 
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Thereuéve 6 phases to the brainstorming process. Inthe first, . 
quantity is moré ‘important then. quality. The factor of quelity consider- i 
ations inhibit's ‘the spontaneity so necessary to the flow of idess. j 


b. 


Cc. 


d. 


Seciond’ Phase: Now CRITICAL JUDGMENT is spplied: 


instead of only two of three, 


First Phase: BRAINSTORM the problem accord ing te the: following rules: 


the wildest. idea. 
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rather then creatively. By deferring judgment on our ideas, 
we can think up far more alternatives from wich later to choose. 
Group seeieckion | of ideas can be more mciuchive than - seporete, 
individuel production of idéas. Experiments in group thinking 
have demonstrated thet the average participant in this, kind of 
creative collaboration can think up twice as many possible 


solut ions as when working alone. ac 
The more ideas we-think up the better. In problem-solving of almost - s 
any type, we ere’far more likely to choose the right path toward 
solution if we think ‘up 10 ideas by way of possible ‘alternatives 


All criticsl judgment is ruled out, We seek ideas, not criticel ‘ 
anslysis. . : ‘ 

_ : : 
Wild ideas, sre expected in the spontaneity which comes when we : 
suspend judgment. Practical-consideretions- sre not of importance 
at this point. ° 


Quantity of ideas counts ners not quelity. 


Build ‘on ‘the ideas of other brainstormers when possible. Pool 
your wildne Be 


Mexbers should nev sey) the ideas by applying their best Judgment . 


Members should be urged to seek for clues to samething sound in 


Priorities should be selected for reporting to the decision- 
making person or group. 


eee et, 
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Problem Identification Ass ignment: ‘ 7 : 


ays 


‘lL. The first step in’the process of, problem solving is to identify -the 


it. You may use the critical jincident(s) which you provided, or | 
any other which you may have fn mind (When this assignment is ° 
group oriented, 9 consensus will! have to reach on one'prodlem for 
“anslysis)., . 


_problem you wish to work on. |ieent your problem. as you now see 


. 


2. Most problem situations can be understood in terms of the forces 


GOAL STATEMENT: 


3 


which push toward! .improvement and the forces which redist improvement-- 
in other words, driving force and restraining forces, 


“ 
: . ’ 
be we ‘ ' . 


Driving Forces 


o.*Now review the driving forces and restraining forces, and” List below 
the three of each which seem to be the most ‘important right now, and 
which you think you might be. able to affect constructively. 


There may be one, specific force which stands out, or there may be two 
or three driving forces and: two or three restraining forces which are 
particularly importent. 


Driving Forces . Restraining Forces . 


ry 


A. é A. 


B, 


ow 


Cc. 


Q 


il 


be 


Restraining Forces s 


x 


NE 


Hand out "Group Perception Survey." 
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. GROUP PERCEPTIONS INSTRUCTIONS 


Materials; 


“The Helping Relationship" 
“Group Perceptions Survey" 


Group size: 3 


Variable ‘ 


Specific Instructions: 
ACTIVITY 


' 
vey om 


a 
* 


“ 


, 
“e 


Allow..groups to re=form, 


h , 


- 


Allow all to complete 


Allow all to complete. 


\ 


Allow all to complete. ey 


< 


Allow participants to discuss the 
results. 


“useful to check where indivi- 

.duals 'are' in groups, and . . 
whether the group is 'with' |. 

you, The ‘Group Perception 


“Now, £211 in the ‘Total marking 
as you did' column from the 
‘Total yes/no’ column, Substract 
that figure from your estimate 

to check your” perceptions with 
those. of other group members." 


? 
? - - 


~ . 


Goal: To establish intragroup feedback about behavior and feelings. 


SUGGESTED NARRATION 


"Before advancing. to new oe 
activities it is-sometimes 


» 


Survey' PyOvases. ameans to - . 
that end." - e- 


"Please assemble into groups . 
of six each," J 


"On the survey form,’ please. 
complete: the odd numbered 
items answering ‘yes* or "note" 


"Now go back to the even numé 
bered items and estimate the 
number in the group--including  - 
yourself--who answered as you, © 
did. Place that figure in the 
space provided," 


"Now, poll the’group to obtain 
the total number of 'yes' and. 
‘no! responses for each item. 
Place the figures in the “Total 
yes/no' column,” 


5. 


.Sbout something that happened in 


$ 
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GROUP PERCEPTION SURVEY 


o 


: Actual Total Bycount 
< ; Yes/No 
Total 
. marking as 
you did 


Are you satisfied with the attention YES (_”) 
and consideration the group gave No‘ ( __) 


your comments? 
NO ( ) ¢ 


YES (___) 
Estimate how many (counting yourself) 


marked question 1 the -samie way you did........6(_)=-(__) 


Did you agree with or like something YES -(___) 
‘that happened in the group without NO (___) 
openly letting the group know? 

YES (__) NO (__); 


Estimate how many (counting. yourself) 
marked question 3 the same way you 


Gee eeeceseceeceesiececesceseseescestecenseee(Jmm(__) 


Did you'tune-out, withdraw into your YES (__) 
own thoughts, stop listening at any NO (___) 
time without ‘telling the group? 


~ YES (__) . NO (__) 


Estimate how many «(counting yourself) 
marked question ; the same way you ‘did 


Q 


--(_) 


oo cccccee( 


Did you feel irritated or impatient 


YES (__) 
‘NO (__) 

theagroup without openly telling a 

thes group? 


YES (__) NO (__) a 


Estimate how many (counting yourself) 
marked question 7 the game way you did 


ee Laas 
Did you feel hurt, embarrassed or YES ( ; 
put down by somebody without telling NO (__) . 


the other? . 
YES (__) NO(_). ‘ 


Over or 
under 
estimate 


(aon 
LD 6 

q 
() 8 


a : 4 


@ 


10. 


“dds 


12, 


Estimate how many (counting - 
yourself) marked question 9 


Was what you got out of this - YES (__) 
‘session. worth the time and NO (___) 
effort? :. % 


“YES (__). NO (__) ' 


Estimate how many (counting 
_ yourself), ‘marked question 11 
~ the same Way “you did. esse eset eceeeo evel a= 


‘the Same way you did...cecccccccecseve( yen ) 


1 
iy 


= 


‘Total 


markin ngi as 
you you did! 


Over or - 


under 
estimate 


74 


.+ 
, 


5. Now review the list of action alternatives and resources on the - 
previous pege, and think about how they might fit into a comprehensive 
Sction plan. Eliminéte those which do not seem to fit into the over- 
811 plan, add any new alternatives and resources which will round out 


the plan, and think about a possible sequence of ection. 


‘ 


© © 


6. The final step in this problem-solving process is for you to plen 
& way of evaluating the effectiveness c? your action program as” 
it is implemented. Think ebout this -now, and describe the evaluation 
procedures you, will use. Begin by listing the purposes for’ your 


evalustion, plen. 
wv 


ene 


ne 


o- 
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‘helps to open up the topic for various 
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When media are orchestrated around an issue, it becomes easier to preci- 
pitate an ever widening involvement of people in the community and in studying 
the need fer change. For example, in any library campaiyn for community edu- 
cation about an issue, there are at least three level's of p= dgram development. 
At first it is necessary to introduce the tovic and the li brary's relationship 
to it. Such techniques as display and "take -homes" help to accomplish this 
initial orientation. 


- 


At the next level of development, selective dissemination of information 
ublics. ‘Mailing lists are organized, ~ ae 
for example, around the characteristics of the audienccs to be reached. speakera® 
and films can be selected to accompligh in programs for smaller group what 

readers adVisory and reference servi¢ées can do for the individual. eu 


, 


Final ly, on the Widest level | f all,’ the mass media can create an aware- 
ness in the public at large-of th¢ issue of concern to the community. ees . 
A particular issue, can be simulfaneously introduced on television, radio and . 
newspapers ard pursued by them a number of variations in an, effort to reach 
groups whenever convénient for them, and wherever’ they may happen to be. Come, 
mentary on the issues which, have been introduted, and greater depth of presen- 
tation can be effected through magazines, newspaper articles. and program planning. 
. | 


Y iy 


Program Develapment: Jo ‘ 


® . 


Media utilization presupposes an audience assembled in one place at one 
time. Of course, this does not entirely rule out’ a one-person audience, but 
such a situation is not as frequent nor serves the primary purpose of media © 
transmissions, Consequently, group methods are mandatory, and add a dimension 
to library service that may be a worthwhile counterbalance to the over~indivi- 
dualization of reading. : , \ 

Fitting technique. to purpose is required because some plan and order is 
necessary in group activity in ‘order to ensure purposeful communication. If 
meaning is allowed to occur ‘haphavardly, .it may at a later date have to be cor- 
rected, Efficiency in communication is accomplished by fitting appropriate 
technique to the specific purposes sought. Purposes can range over those 
which reach for information, for understanding, for problem-solving, or skill 
development. - . 


If information is sought in the communications situation, then one could 
consider as a technique a speaker who is informed and whose mes organized. 
As an alternative, one of the audiovisuals might be satisfactory--parficularly 
a film, a video tape, or a slide presentation that can carry an integrated 
message. For a smaller group, the working paper can serve‘as a satisfactory 
substitute. When the panel used is of a symposium format, information can be 
communicated -directly and fairly effectively. «& 


’ 


¢ 


- ° e be 


s, If .understanding is the purpose of the structured communication, then 
sonething more than the -speakér, the film or the Working »aper is.needel. These 
information techniques may be used as a brief introduction, but they shuuld be 
supplemented by the panel discussion, role Play and-sttraight discussion. Ir 
these techniques, understanding is better ‘achieved because infermation is shared 
and considered from different points of view. 

' If problem-solving is the goal of the communications Situation, ther any : 
of the techniques for information and understanding may be used ¢ /define the 
Problem, Once defined and analyzed, it is commonly eXpected that’ som action 

fwill develop. In order to promote action, a solution must be worked ce through . , 
/ the technique of a meeting structure. Concensus* should bé reached at pach step [ 
/ of the agenda or else no final agreement is ever li y to occur. 


If the development of a skill is the obséctive of the cc munication or the . 
learning enterprise, then any seen pe ar nasn great can be used as jlong 
as it leads to involvement.’ When a Kill is/developed, ‘habit patterns 8: 
usually changed or new ones formed. ¢ Consequently, involvement in the skill- 


produc ing activity is of primary importance, .and is induced most directly 
through techniques -such-as the case study, and extended_practice periods. | 
‘\ 


a? 
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Starting with an idea: there appears to be two major] ways, of introducing 
@ program--either with an idea or with an authority. When starting with en 
idea, the issue to be started with should be analyzed antp its constituent ' : 
topics. In such instances, the librrrian puts to work his understanding of 
selection-principles by identifying the main topic, the secondary and’ related 


topics. . ‘ > 2 
: e : Pa 7 o , 
The idea should be an "original" one to start with, for unless the issue 4; 
is important, it is difficult to create a. situaticy where ‘the skills of creative 


and critical thinking can be employed, - Issues surrounding the idea should be . 
identified; -pro and. con, with which participants and the audience can agree 3 
or not. 1£ this is not the case, it is difficult to give substance to any 


listening, viewing or reading experiences, Certainly if, in addition, the , 
idea can be visualized, greater impact and depth of meaning is likely to_ 
occur, ; ‘ / ty 


Some consideration should be giver. as to the applications to Which the . 
idea may be put, that is, what purposes is the program designed to achieve’ and 
with who? The consumer should’ be carefully delineated, indicating now the idea . 
will appeal, and in what degree, to the audience selected, The subject, or / ROY 
main idea, should be timely or its timeljness*be made eident by relating it | 
to other items in the news. If the subject is.sufficiéntly interesting,and its 
presentation timely, any audience can be expected to have questions. As many ° 
questions as.possible should be anticipated, perhaps under some such structure ‘ 
as the following: (a) points requiring, fuller treatment; (b) points of dis- 
agreement; (c) points not covered. f ‘ 


—_ 


4, How is communication made from one level to another? How do various 
; recipients respond to communications made to them? - ° 


5. How are rules made?..,How aré they changed? What about metarules? ; 
° 7 ‘ ° ee 

6. 1s it an open or closed system? Are individual differences viewed 

as a threat or are they valued? 


‘7. In what ways is it an effective operation? In what ways is it not? 


8. List five abst#actions that describe it? 


P° 9, Name a role that each member plays. : 


" 7 


10,. ‘How do tasks get done or problems. solved? 
& ei elt 
11. Think of ways in which the system operates politically: mustering . ~: 
» allies; waging war, vying for leadership, subversion, going to ree 
"top administration", i 
. ‘ | 
12, What are the basic assumptions about people under which the 


> 


system functioris? °. . 


| ia 


wet. . . 
13, What kinds of support does the system provide? When does it 
withdraw support? : 


” 


‘14. How is authority challenged, actively or passively? Repeat the 


\ exercise using your work situatbn as a system to be observed, 
‘ Then add the following questions and try to anetes them: 
l “ : | 
g i . 
Me 
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’ As is typical in cay library sponsored program, further learning is en- 
couraged in order to GREED, and to prolong the attention getting initial 


interest. Take-homes are usually available, suchas stecialty prepared reading 


Q 


» lists; or, circulated services can be made available fer materials or related 


interest, displayed on the spot. Other library services such as reference and oy 


réaders advisory may be brought to the attention of the audience. Programs 
sponsored by other ,agencies in the community may be referred to, and thus, 
discharged ‘by the library's function as a clearinghouse. 
: F 
Starting with an authority: the usual alternalive to starting with an 
idea is to begin the program,with an authority who has been carefully selected 
from the community resource file, as one who is so familiar: witn his spbject, 
that he talks quite freely about it. In most instances. such as a resource 
person will possess or have access to materials that will enrich his presenta- 
tion. These resources may*-be visuals, or valuable suggestions, as to other 
specialists who could be intéryiéwed abovt the topic of concern. 
f 


The authority selected should pave an; unhurried and sincere manner. An 
informal and relaxed person is usually personable aid interesting to talk to. 
Good looks, or beauty may be important but! these assets, in themselves, are 
not enough to carry a program to successful} completion. 


In recruiting an authority around whom one excects to build a program, 
Some cautions are in order, The person shculd not be selected simply out of 
a feeling of obligation because of many ho:rs devoted to committee work either 
for the library er for any other agencv. Neither shenld the authority be one 
who has few assets other than the fact of his status as the head of a depart~ 
ment or even an agency, and this does not exclude library department heads. 
Because of the press of duties and other impezatives, suck persons often do not 
pare the time to be spontaneous and may have to use excessive notes or resort 
Co memorization. Such limitations will have a detrimental eftect upon the 
quality of tHe subsequent program in which they participate, 


t : —., 
' 


t 
the materials: starting with an idea, or\spéaker, does not 


; — : j ; 
mean #toppi: g there, particularlyjon television. One should not underestimate 
the need faw -bh--' . i 
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MN RNA Ae PRL VERGNMLGALIE, _—e agirecting Che1r work. 
Questions: / 


1. Would you like to work for him? f . : 


/ . 


‘ / 
2. Are you aa him? In what ways? In what ways are you different? 


3. Is he a good subordinate? 


‘ 


= 


e . 


5. In what kinds of situations would such a supervisor excel? 
5. Is it relevant to know the calibre of people under him. Above him? 


7. What if he is the only one who knows how to do this gperation? 


“8. How do you imagine his superior? 


e 


9. Do you see room for change and growth in the ‘system under him? 


' 
, . 


10. Change involves risk. Do you see him as willing to risk?’ 


11, Any ‘thoughts about his family life? . . 


~12. Do his subordinates like him? . , eee 


s 
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"J need help." This short phrase is familiar to librarians every- 
where. Across the desks and over the telephone people turn to the library. 
The requests that follow these three words vary endlessly, ranging from 
"I am @ program chairman of the Mothers’ Club and.I have no idea how to 
begin planning a program," to "Our study group ig interested in learning . 
the background of-the present Suez conflict."’ The librarian welcomes 
these queries; they are the confident expression of the community's 
awareness of the library and its services... 


~ ag ( 


What kinds+of Help will the librarian be calied 


Provide materials such 4s books, pamphlets, recordings, charts, 

maps, films, film-strips, slides, for program content, program method, 
committee work, panel discussions, exhibits, reading lists, speakers, : 
film and book based discussions. It is also necessary to consider re- 

ferring people td other sources of information, such as: 


° -agencies (Health Dept., etc.) for information and materials. 


- 


.film sources (churches, schools, commercial outlets). 


-other organizations (League of Women Voters, etc.) for 
materials and speakers. 

-other institutions (College and. Universities, étc.} for 
materials, resource people speakers, " 


“~ 


: ; \ 
.to individual for speakers, discussion leaders, cynsultants 
resource people. 
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emake phone calls to local organization program chairmen. 


-advertise the service via newspaper, radio, television. 


‘ -sendout letters, postals to club presidents and program 
chairmen 


LIBRARY-SPONSORED GROUPS: . - 


Library-sponsored groups provide ways in which people are able to come 
together in the library to get information, to explore and to exchange 
ideas about a common concern. The library may take the initiative and 
sponsor a forum, a group discussion, a film series, etc., in response to 
an expressed need by community members or as the result of its own dis- 
.covery of needs in the conmunity which are not being met adequately by 
other agencies and organizations. : 


\ 


to sponsor 


\ 
What are some of the situations which might f librar 


a_ program? 


-discovery of a problem which needs exploration and giring - such 
as, consideration of the problems created in a cae by a 
sudden, rather large growth in population... 


- or - 


-identifying problems anticipated by the coming of a new airport. 


‘ 
+ 


-consideration of a national or international problem of per- 
sonal concern to everyone - such as, the conservation of our 
natural resources or the international control of atomic energy. 
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Provision of leadership includes leadership training courses (whén 
the library is unable to provide training, the best service possible 
might be locating leadership training opportunities in the community 
and outside the community - such as, the state university). Locating 
natural leadership includes recruiting leaders from staff and commu- 
: nity who have been trained and active as leaders in other groups. 
Recurit membership and keeping in mind the group's purposes, we 
‘recruite membership through: § ° 
. ‘ ? 
«personal contacts (over-the-desk, interviews, ovér-the- 
telephone, etc.) ° 


shotices (in church bulletins, descriptive notes in pay 
‘envelopes, etc.) i . 


. personal appearances before groups (labor groups, civic 
organizations, etc.) 


smailings (alumni lists, voting lists, etc.) 


Publicize igcluces publicity before, during and after the group 
activity through every possible appropriaté channel, often through 
the same channels used for receuitment. 


RECRUITING VOLUNTEERS : a 


> 


The following principles may be useful to you if you are working on 
recur ting members. Know what kinds of members you are looking for and in 
what approximate proportion will they be to the general membership. If, 
for examplef, you need more young people, you might concentrate on alumni 
lists; cenBus lists, young "marrieds" known to business fimns, housing pro- 
jects or real estate firms as having recently purchased homes; or parents 
of kindergarten children. 1f£ you want members interested in civic affairs, 
you would turn to voting lis-s, members of public-affairs organizations, 
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Recognize that recruiting should be as decentralized as possible. 
It is much easier td carry out your responsibilites to the membership 
committee and to the jorganization as a whole by worki3g in your own 
neignborhood, social circle or business firm. There you have prestige, / 
and your enthusiastic endorsement of the organization carries weight. 
Names of paqtential members should be parceled out to members of the 
membership committee, as well as to others in the organization, on the a 
basis of related interests, The foreign-policy chairman, for example, 
will be a more successful recruiter of others interested ins foreign t 
affairs than will the finance chainaan. 7 i . 


/ Be aware that personal contact is the best approach. No method 
has been more effective than a face-to-face one, Your personal con- 
viction about an organization is evident in the tone of your jvoice, 
your facia] _ expression. your—choicel-of-words. > You can adapt your sales 
talk” to the response of your prospect. You can move him to immediate ! 
action. Therefore, if you can, telephone a potential member and ask for 
a personal interview. : ‘ 


ri * 


Appreaching the Prospective Member: If ‘a personal contact is impossible, 
there are other metheds of approach. lways be sensitive to the feelings 
of tne ‘person you are trying to attract, Know his interests, “likes and 
dislikes, friends and foes, and act accordingly. , 

‘ ? 
‘ 1, Invite the prospective member to one or to several meetings. 
an | 
- If possible, call up and ask him to attend with you 
personally. : 


- When he prrives at the meeting, »see that he meets many others 
and he has a pleasant impression of ‘the organization, _ 
2, 1£ possible, fa.iliarize the prospective member with other types 
of activity in uc e organization. Examples of such activity 
might be: : 
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1, Keep’an up-to-date cefisus of individual members., 
»By keeping data of member's activities, interests,. 
time, etc., on ; membership card. . _ 


-By keeping records of participation up-to-date; . 


-By semi-annual interview with individual members. 


* - 
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2. Provide opportunities for participation. in planning programs, in 
doing special jobs, in working on committees, in making report 
(even though not a chairman), in small group discussions. 


3. Provide opportunities fer deveioping skills using discussion 
techniques, group participation, public speaking. ’ 


4. Recognize members for\their accomplishments in the organization 
in local news reports,’in house organ’, at general meetings, by 
promotion in responsibility. 


5. Plan for review of organization's activities by all members 
at least once a year through small group meetings of total 
membership. ' - 


6. Relate policy and program to meet needs of members through 


— 


wide opportunity for participation within organization structure, + 


dues within members reach, money raising not too burdensome, 
committee structure effective, election procedures democratic. 


WORK WITH OLDER ADULTS: 
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-considering the needs of the aged person as an individual 
(selection of materials and referrals to other agencies) 


la 


-plans for retirement. 


.information for the volunteer who helps with community 
activities for the aging. 


-books with large print. 
-referrals to services to the blind. [ 


-material fox) che professional worker who serves the aging, 
e ‘social workérs, ministers, superintendents of nursing homes, 
‘ community recréation leaders, librarians. . / 


pyoviding group services to the aging 
-through ‘cooperation with other agencies providing , 
such services, 
" . through library~sponsored book r¢ views, discussion groups, 
local history group, hobby clubs, etc, 


How can the library go about helping the community identify the : 
needs of the aging? 
-create a committee (of which the library is a member) representing 
local government to explore the problem of the older adults in 
the community, 


é 


&, 
, what are the responsibilities of the committee? 
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All needs have to me met through the educational process. What other. 
way is there in a democracv? Even where a marked need, such as for Ameri- 
canization classes, is turned over to a specific agency, such as the pub- 
lic schools, the schools will probably have to educate the general public 


to understand why money and time should be spent.on such a project. Us- 
ually, though, the solution to a problem is, not so apparent, Thus, al- 
(though the lack of public transportation is a marked need, no easy solu- 
tion is evident. Therefore, the citizens have to understand the factors 


involved: certain leaders have to understand possible solutioms and know 


how to develop a plan: cof action, which in itself will require education 
of the public. 7 


* ¢ oa s 
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‘The only formula for determining an educational need which cah be 
devised is a series of questions to ask about any need -~ who needs to 


~ know what" abpyt this? If anyone needs to know anything, some educational 


agency has a responsibility. With these selected needs, the committee 
could explore the educational implications and the existing resources 


one by one, Thus, if one outstanding need required a month's digging, and 


revealed a myriad of possible acttions, they might decide to stop right | 
there for the time being. In setting priorities among such needs the 
planning committee might select them on some agreed upon basis, such as: 


. those zor whieh the most evident .exists, 


-those which sbteee the. basic life of the Community (economic, 
(intercultural, etc.) 


those for which the fewest resources seem to exist. 
.those which touch the greatest number of individuals, 


An educational need can be one of the several kinds the direct 


SOONG 
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How to Teach Adults: 


| 
~ i 


-impact of new\population on a community sumevestee: by population , 
breakdowns, interviews, etc. 


-national and state .decisions ~--revealed by lack of resources for” 
information and discussion. — 


; «lag in the development of good intercultural: relation’s -- revealed 
| ‘by population breakdowns, interviews, newspapers, etc. 


— $ 


-the lack of any training opportunities such as those listed above. 
e 
The need for education in good citizenship practices, such as: 
X 
-observance of safety rules -- revealed by accident death rate, etc. - 


-intelligent voting -~ revealed by low voting rate, votes for a 
service and against the bond issue to support it. 
-Civic) neatness .f revealed by observation, other agency concern, 
- Newspapers, etc, . 


, 
2 


The need for efucation to meet perscnal problems, resulting from community 

situations: 

‘ . s 

. -low. income leyel-may suggest education on other job opportunities, 
vocational retraining, building and repair skills, low-cost menu 
"planning, money management, etc. + 
.crofded schools may suggest parent education on giving children 
experience background, encouraging’ home readings, training in 
human relations, etc. ‘ 


“ 


1, The nature of learning 


-Changed behavior is the logical aim of learring. 

-Many programs fail because of emphasis on knowing facts, instead | 
of-the application of facts to the solution of a problem, : 

.Training programs place emphasis on knowledge, attitudes and skilis. 


How can a training program develop knowledge, attitudes, and skillz. 
-Knowledge usually can be infused most efficiently by reading 
assignments or lectures,  , ra ; 
-Attitudes may ‘be cultivated through discussion, but may be in- 
fluenced strongly by other methods. . 
-Skills are usually best developed through demonstration~performance 
7 methods and role-playing. It is important to keep a balance of 
all three. : 


Pe oe - Be EEE AT SOS eVadoened programs in 
pease igs goals rather than in-terns of ‘the needs’ and concerns of real 
“people. ‘Like other social professions librarians have been challenged by.a 
new set of imperatives. which require aa enhanced awareness of the independence 
of communication media in maximizing learning. 


™N 
_ The research done in learning and communications theory support the prin- 
Ciple of reinforcement in the learning situation, and Suggests a more perceptual 
approach to an understanding of communication than either linear logic or the 
stimulus response approach to meaning is able to supply. Be this as it may 
certain factors become ftindamental elements in the process of.library pla i 
Co meet the newer social imperatives, : nn 
} i 

Analyze your library agenc in order to understand why it is interested in 9 
certain publics. Consideration of resources and services offered by the : 
library are ‘important, but also of particular significance are thosé available ° 
‘ . from other Social, educational and éommunications agencies. No single other 
agency in the community is in a favorable a position as/the library to Aischar e 
the responsibilities of coordinating structure, : 


” 


‘ 


A library Study is also, to an extent, an analysis fof the library's image a) 
; For example, the book may ‘predominate in this library in all its stuffy Balendox 
, or the librarians in that library may be oriented towards a more open-ended ' , 
learning experience for all people. In the latter in tance, media will pre- 
dominate: including a wide range of materials and equipment, . 
| : \ 4 
“In event, when librarians are aware of toda ‘se wecia 
awarenes. that the level of expectancy has changed ae the se Oe 
large from print_té audio and visual instruments, Youth, ee operates 
within this frame“of expectancy, Those youth, particularly, -who graduate 
~from media centered high schools are often shocked because they find only books 


in the public and ‘college libraries, 
. ~ , 3 
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2. The Psychological Factors Underlying Learning. The main psycho-. 
logical factors that strongly influence learning are: a 


-Motivation.-- Often results from an understanding of why and 
what is to be presented, It is very important for the student , 
. to understand why they should accomplish. ; 
-Concentration -- Most learning takes place when the student will 
focus full attention on the learning situation. 
” ,Reaction -+ When thinking takes place in a learning situation. : 
Is very important “in terms of preservation of ,learning. 
-Organization ~- The pulling of pieces together to estpbiish 
relationships. Often neglected. x, os 
-Comprehension -- is the perception of meanings and implication 


of material studied. ; : 
-Repetition -- considered the greatest perservative of learning. 


# 


3. Applying the Principles -of Learning 


‘ 


° . -Motivation -- motivate students by directing instruction toward 
the job or situation that is impo#t ant to the students. 
-Concentrated Attention -- The instructor must hold attention 
through use of illustration, applications, humor, enthi  m. 
and questions. : ' 
' «Reaction -- The instructor should stimulate mental activity by 
\the use of questions, problem situations, discussions, .case 
studies, tryout situations, etc. : 
-Organization -- is very important: Outlines are helpful to student. 
-Comprehension -- is a must. Use practical illustrations and : 
applications. Utilize student suggestions, j 
-Repetition -- Use reviews, tests, posters, summaries, and questions 
to promote mental repetition. ae . 


' result,of a community study, interests and concerns will be identiftied, and * 
_ emerge as characteristics under which people can be grouped, and programs de- 
* veloved in order to catch anc hold’their attention. Such utilization of 
a motivational planning is necessary, because meaning emerges only when infor- 
/ mation becomes kinetic, i.e. relisted to real-life interests. 


« ba t 


* of 


Analyze your rescurces in order to determine whether the resources and the 
materials available are pertinent to the interests and abilities of the publics 
‘to be reached. In addition, it is important to nave resources in sufficient - 
‘duplication. When a specific title is mentioned on a mags media program, are , 
there enough copies to cope with the demand for it? Resource surveillance 
keeps cne aware of public media programing and the-demands for materials that 
are likely to occur. : _ ‘ 
* . 
Beyond the library, many other resovrces exist in tne sedges aoe. could 
be utilized were they identified and organized for use. Avdior r2sual and printed . 
materials, as well as persons with special capabilities are av sailable and could : 
$ be given wider excosure. When resource persons are ‘identified, they can be made 
: . available to others, through one of the library's reference tools known as a 
community resource file, Another reference tool, the community calendar, jdenti- 
fies the programs and other organized activities of groups, ‘and lists them for 
wide perusal. : Poe 
Campaign planning is a method used by libraries to focus attention upon an 
objective anda varticular public to be reached.‘ Just to program without re- 
ference to a target group, is to disperse one's efforts and‘to scatter one's 
effectiveness in a wasteful misuse of resource potential. The "Friends" of 
the library is an exampPe’ of a satellite group, which can render invaluable 
assistance both in specific group programing, and in saaking it difficult for ~ 
people to avoid thinking about the specific issue at hend. 


¢ 
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.Partition lecture into groups of homogenous ideas. 
’ «Limit material to the abilities of the audience. ‘ 


Examples, should be many and varied. 


6. Demonstration- Performance Method is deehad in, teaching manual 
skills and routine processes, 
oO : 7 
-Plan your demonstration, include objectives. | 
-Choose and prepare equipment, 
: - JRehearse demonstration to self. ; 
. :Let students try process. , 
-Students {nen should advance at own rate. — 
7) : ' I 
Sy 7 Group discussion Method . . ‘ 


‘ 


This is an sg | important method to stimulate thinking. 


8. Role Playing Method’ is important in institutions that require skill | 
in human relations, insights into human behavior, and sensitivity to 
‘ personal contacts, Basic steps of the role playing method (technique) 
include; : ‘ 
. -Determine obj aa of thé episode. ; 7 y 
7 : .-Structure situation to objectives. : : 
é -Establish ‘roles. 
Prepare those to be included. 
: -Play the .situation. 
' | -Analyze the situation. oe 
7 -Evalutte, summarize, and discuss. 


ry 


ue 


; . 
9. System for Conducting Instruction. Steps that lead to most effective 


O- : 
ERIC learning include: ; j 
Pater “ . 7 
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ll. Preparing a Classroom. Comfortable facilities and adequate 
equipment is necessary to insure maximum learning opportunities, 


12, Measuring Achievement and Performance. Every program needs ‘evalu- 
ation to show-how well it is succeeding; ; 
"Must reflect accurately both how well students do and how 
4 ‘ well the program is producing the desired effect. 
-Valid Tests-do the tests measure what they are supposed to measure? 
-Reliable--do tests or instructor give one grade for one ¢ype of worky 


13, “Principles of Counseling. The purpose of counseling is to benefit 
the agen¢éy through helping the student make better progress: 


Student must feel counselor intends to help; him. 
-Much tact is necessary. ‘ 
-Avoid. making snap judgments. 


~ 


Methods of Counseling 


-Obtain as much information 4s possible before interview. 
* -Determine length of interview. by studenle needs, * , 
-Promote cooperative attitude before discussing touchy matters. 
-Encourage student te solve own problemi. 
Keep record of all counseling. 


) , : , 
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Library Service to Publics: | poe : j 
There is an important distinction to be madé between service to 
publics and group dynamics. Group dynamics: is the term for the pro- 
cess in which a small highly interactive group is “involved. The group 
meets regularly over a period of time in order to consider some need 


or interest of the participants, establish its purposes and achieve 
some behavioral outcomes.” On the: ‘other hand, service to a public is 


largely rogram planning far a joninteractive audience of any size. 
of wee 


Fy 


# 


The programs planned may be sgquential. If there are as few:as three 
program$ in a series on one , then. the sequence is ¢onsidered to 
be educational in the broad sense. 
Service to publics c@msiders large segments of the ulation ds 
a whole which are fairly} clearly indentifiable by demograp ic, socio- 
economic and cultural characteristics, e.g: labor, disadvantaged, aged. 
Once identified, pheir characteristics have to be transformed ‘zo 
educational and {nformation needs, Then it is possible to ask the 
- Seminal guection underlying all program development: -WHO needs:to 
know WHAT eeey the aspects of these ad oa = 


l. oe “characteristics that segment of the population over 
which you are concerned: : 


7 
2. Restate these characteristics as informational and educational 
needs or interests: 


/ 


3., Whe besides your population segment also needs to know about 
the needs_and interasts of your segment of the ie aaa 


4, What does each of thest other segments need to know abdut 
your segment of the population: 


1 


5. When, where and why will you assemiie each of these segments 


of the populacion: 
sy 


6. When, where and why wiil you assemble your segment of che 
population: . 


‘ 


— 


Program Planners Assignment: 


1. What does the patron(s) need to know? (These are the library's 
objectives, aims and purposes) 


-Is there evidence in the material that the patron is central? 


-Is there ev3dence that library objectives center on social 
generally and the near community specifically? 


-Is there evidence that the objectives are expressed in terms 
of what others have done and thought? 


2. What is to be communicated? 


‘What basic philosophy provides the frame of rerence for library. 
services to the public? 


-Has there been consideration of such questions as: What is a 
good life? What is a good philosophy? What is a good library? 
What is the role of the library in developing a good person and 
a good citizen” 


-Orn what theories or viewpoints of communication have the public 
services bee. developed? What is the role of the librarian in 
the communicaticns process? 


3. Is there clear delineation of what is to be communicated in terms 
of the patron's (1) understanding, (2) skills and abilities, and 
(3) values? 


4. How are the communications experiences selected? 


-Have criteria for selection of communications experiences been 
observed, such as (a) relationship to objectives, (b) level of 
difficulty, (c) variety and (d) program organization? 


-In presenting new stimuli, is some attention given to such 
procedural steps as motivation, presentation, drill, evaluation? 


5. What methods are used in these situations to bring about learning? 


-The question: What shall we do? Why do we do this? What do 
you think this should accomplish? Who, of our many publics, 
will be affected by this? In what way? 


-Referral to the library's statement of purpose, to policy state- 
ments, to the statements of purpose made when a continuing 
activity was instituted, such as film service, a weekly radio 
program, a publicity program. 
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-Referral to other materials: library literature--books, journals, 
pamphlets; related literature, such as adult education, sociology, 
human relations, public administration; the library's own liter- 


ature, such as staff manual, staff newsletter, bulletin for the 
public, 


-Group study of such materials. 


6. Are the methods and materials of communication emphasized, such as 
discussion, field trips, use of resource persons, audiovisual, printed 
materials, lectures and group work? 


7. Is there information regarding the organization of what is to be 
communicated? 


-Is there consideration of continuity, sequence, and integration? 


-Does the organization of what is to be communicated emphasize 
concepts, values and skill? 


-Has attention been given in the organization of content to such 
ideas as proceeding from simple to complex, from near to far, 
from concrete to abstract? 


Is the organizational structure built on topics, units, subjects, 
broad fields or simply undifferentiated structure? 


8. What evaluation processes are emphasized? 
-Are purposes of evaluation procedures clearly stated? 


-Do they involve efforts to determine to what extent patrons have 
changed? Check effectiveness of behavior outcomes? Serve as 3 
means of guidance, of public relations and of clarified purposes? 


‘What kinds of evaluation procedures are used: situational 
questions, answers, behavior, content? 


-Are attempts made to help patrons in self-evaluation? 


9. What evidences are there that group processes have been used in 
developing the communications continum for the patron? 


«Is there any evidence of developing readiness or appraising 
attitudes towards change, of identifying tasks to be done, 
of continuing evaluation? 
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DEVELOPING CONCERNS INTO PROGRAM CONTENT: 


Questions in dealing with areas of concern: 


l. 


2. 


7. 


What is the significance of the concern to the community? Is 
it really vital? 


Does it affect the total community or only a segment of the 
population? 


Who is dcing something about it? Who is aware of it? What under- 
standing is there? action? apathy? resistance to it? or 
resources for meeting it in the community? ot? 


Spat 


With whom should the Library work for resources and for cooperation? 


Is this a long or short term problem? If short term, are there 
more serious, underlying, intangible factors? 


Which concern will be easiest for the library to deal with? Which 
is most difficult? Which one needs most to have a solution found 
for the community? 


What is the relationship of concerns and problems to each other? 


Question in dealing with library priorities: 


1. 
mn 


36 
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What are the actual and potential resource backgrounds of the staff? 
What special abilities do members of the staff possess? 
What changes need to be made: 


in staff responsibilities? 

in materials and purchasing policies? 

in staff attitudes toward the community and various groups? 

in the approach to extended services? 

in developing and focusing publicity? 

in staff willingness to take on new responsibilities and try 
out new techniques? 


Can you make a decision on what to do in one or more of the problem 
areas? 


How can you evaluate what you do in terms of objectives? 


It is especially important that you thoroughly understand the 
educational role of the library in whatever you decide to do. 


‘<) 
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CHECK SHEET FOR PROGRAM ACTIVITY: _ 
The following questions can be used as a guide to help you (a) plan ‘ 

an activity (reminder of essential elemerits), (b) report an activity to 

trustees, the public, the profession, etc., (c) evaluate an activity, as 

baseline, or statement of intentions, to be reviewed at intervals or end 

of the activity. For maximum usefulness, it should be filled out in detail. 


1. What is the educational object-ve of this activity? 


2, Which of the findings of the study prompted it? 


3. What specific library goal does it meet? 


4. How does it involve library materials? 


5. How does it involve community resources? (in planning and execution) 


6. What segments of the community does it serve? 


7. How will it be evaluated? 


8. What plans have been made to continue it or to build on it? 


PLANNING A FILM PROGRAM: 
I. Selection the topic for the program: 


Do you design your program for a specific audience and invite 
a planning committee to work out the program goals, methods ? 
and technique? 

What is the purpose of your meeting or program? if it is being 
designed for a membership group, will the program be related 
to the objectives of the organization? 

Is the program designed to meet the identified needs and interests 
of a particular audience? Do you consider the ages, educational 
background, social and culture interests of your group in order 
to select a topic and film that will interest as many as possible? 

Do you tie the film in with other materials and resources in order 
to make it fit your overall program plans? Do you plan an ex- 
hibit and/or reading list related to the topic of the film 
program? 

Do you plan a book related introduction for the program topic, 
and a discussion or some other follow-up activity? What type 
of evaluation do you use to determine the effectiveness of your 
program and the need for future programs? 


II. Selecting the film for your program: 


How long a film and what type of film will best suit your program 
needs? 

Do you consider several possible films on the same subject and 
pick the one best suited for the needs of your audience? Do you 
consult a film catalog and reviews (or evaluations) to help you 
decide? 

Do you order your film far enough in advance so you are prepared 
for possible emergencies? Do you get your film in time to pre- 
view it yourself, and make sure it is what you want? 

Do you plan an introduction for each of the films shown’ Do you 
select musical recordings to play before the film program? 


III. Showing the film: 


Do you examine your room before the group arrives to make sure 
it is properly set up; is your projector is good working order, 
and is the film in good repair? 

Do you make sure that your screen is far enough from the first row 
of chairs? 

Are seats arranged so that everyone can see the screen? 

Is the room dark enough, if the film is to be shown in daytime? 

Is the room adequately ventilated, if windows and curtains must 
be closed? 

Is the projector properly plugged in; is the cord anchored around 
a table leg away from people's feet? 

Is the projection table large and sturdy enough to hold the machine? 
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PROJECT OBJECTIVE 
ACTION PLAN - ” 


4 


This exercise is exactly the same as the preceding; one, except that it 
focuses upon one of the objectives from your project. 


1. | Objective 


2. Component Write down the component part 


S included within the 
objective: 


Analysis 


“ee 


Component 
(problem) 
Selection 


From the List of sub-problems generated in Step 2, select 
that, one which yor feel is most pressing and which is to 
be subjected to the analysis process. Write it in the 

- Space provided below: 
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h, | Force-field 


Co 


Driving Forces Restraining Forces 


5. Ranking & 


Rating Forces 


A. Restraining Forces 


Strengtt] Clarity a 


Rank 
Nunber _ 
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Action 


Alternatives 
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Brainstorm each force for possible causes:‘of action 
which may be applied. Do not evaluate the alterna- 
tives--list all those you can think of. 


RESTRAINING FORCES 


(a) 


nena 


Action Alternatives to rcduce this force: 


1. 
2. 


Sis 
iH 


. 


5. 


(b) Nee ee nn EEE 


Action Alternatives to reduce this force: 


i. 


2. 


3. 
h. 


5. 


(c) 


re ee ee A ee 


Action Alternatives to reduce this force: 


i. 
2. 


3. 


Ss 
. 


DRIVING FORCES 


(2) sais 
ee 


Action Alternatives to increase this force; 


Action Alte’ itives to inerease this force; 


1. 
2. 
3. 
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7. Selecting, Review the action alternatives you listed in step 6. 
Action When you have completed the review, select those which 


Alternulives } seem most promising--those which you would predict 
might be most successful. Then, for each alternative 
selected Jist a)l the resources which are available to 
you for implementing the action. 


Action . Resources 
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8. he Action 


Plan 


Knowingg what resources are available to you, review 
your action aliernatives again. Consider how tney 
might fit into a comprehensive plan and arrange then, 
i. e., those for which you have few resources would 
receive a low priority. 


Priority ordering of action alternatives: 


(1) 


(2) 


(3) 


(4) 


(5) 
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An Evaluation Now examine each action alternative and using the 
analysis skills practiced earlier, list the types 
Plan of information which you feel would be necessary 
to make # determination of whether or not the 
problem was resolved. 


Action Alternatives Indicators 


Evaluation Now transfer your objectives, component parts, and 
associated indicators to the evaluation design 

Design worksheet (on the next pase). When you have completed 
this step, you «i)l have completed this exercise. 
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COMMUNTICATIO'! AS PERSUASION 


Laymen may be extensively trained in the intensive use of library 
resources. They may understand the infrastructure as well as the 
strategies necessary for content data retrival whether the strategy is 
based on the coordination of terms throurh boolean logic, or upon the 
classificatory set analysis of various authors' intentions, or upon the 
inductive juxtaposition of images in a concept referrant taxonomy. How- 
ever extensive this learning of the infrastructure use may be, it estab- 
lishes but the precondition for communication. 


If conmunication is considered to be the process of ensendering 
meaning, jn an individual, a group, or a community, some presentation 
devices or rather interactive methods will of necessity have to be 
employed to ensure that the content data sought or transmitted will have 
surprise valuc to that individual, the group, or the community. Of 
course, surprises may continuously frow out of happeriings to individuals, 
Groups and communities; and the librarian as a communications leader 
should be perceptive and skillful enough to capitalize upon and deepen 
these "teachable moments". But on other occusions it may be necessary 


to create the surpriseful conditions for work with individuals, groups 
and communities. 


In order to facilitate discussion and avoid any bisexual bias as 
well as the cumbersome repetition of "individuals, groups and communities", 
the phrase adaptive control organism (ACO) is used for human systems. 

In the same manner, the term adaptive control. mechanism (ACM) is used for 
non sentient systems such as computers or automata. Motivation is possi- 
ble when the interpretive system of an ACO is not calibrated wide enou;;h 
either to meet some threat to itself or take advantage of the some 
opportunity. In order to do so, information (i.e. data plus intentions ) 
must be retrieved in a hurry and incorporated into that ACO's interpretive 
System of Knowledges, attitudes and skills so that appropriate decisions 
can be made. 


The surprise value of data content is related to and dependent upon 

tht situational context of both the ACO and the ACM. Bach ACO is bom- 
barded with the stream of daily events. Most of these events are ignored. 
To some fo events in the total stream we pay attention because essentially 
we are citiinr threatened or we preceive an opportunity for personal 
agerandiscient. If the event is either too threatening or calls for 
more effort than we are able or willing to commit to it we suppress 
perception: 
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Thus, he adjusts his social perception to fit not only 
the objective reality but also what suits his wishes and 
his needs; he tends to remember what fits his needs and 
expectations, or what he thinks others will want to hear; 
he not only works for what he wants but wants what he has 
to work for; his need for psychological protection is so 
great that he has become expert in the "defense mechanism” ; 
in the mass media he tends to hear and see not simply - 
what is there but what he prefers to be told, and he will 
misinterpret rather than face up to an opposing set of 
facts or point of view; he avoids the conflicts of issues 
and ideals whenever he can by changing the people around 
him rather than his mind, and when he cannot, private 
fantasies can lighten the load and carry him through; 
he thinks that his own organization ranks higher than it 
actually does and that his own group agrees with him more 
fully than it does; and if it does not, he finds a way 
to escape to a less uncongenial world. In the "strain 
toward consistency," it is often reality that pays the price 
(Berelson). 


This state of affairs calls for many interative and negotiation 
skills which the ACO must learn along with the skills of infrastructure 
use. These are the communication skills which the ACO should be able 
to expect to learn from the librarian. In general, the three stages 
of the communicative interface include presentation, negotiation and 
resolution. Since it is not yet possible to examine the internal 
operation of an ACO, the study and analysis of response or feedback is 
necessary so that the inferences made are appropriate to the contex 
and mutually satisfying (producing homostasis) to the ACOs involved. 


In terms of content, some interesting processes are embedded. The 
patrons' needs and interests are content oriented. He wants to know 
something in order to be "on top of " the topic, i.e. in control. The 
patron is motivated to learn or to be informed by the power it will give 
him in satisfying his own concerns or the concerns of others. However, 
content cannot be separated from the process by which it is acquired or 
through which it is implemented. 


More often than not, a problem is associated with the acquisition 
of satisfaction, as well as with obtaining the content. Knowledge 
yields to content analysis and application to context analysis. The 
latter is problem solving and the former is the logical analysis of 
documentary sources. The context determines both the surprise value 
of the information as well as the appropriateness of the communication 
methods. If the librarian can communicate with flexibility and impact 
in any context, then patrons can enter the system at any point and be 
assisted to any other point they may wish -» go. 
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Motivation: 


Reading, viewing and listening are merely skills used in continuing 
self education of equal or more importance is the question of motivating 
people to participate and actually to learn. Steps that the librarian 
Should follow in motivating adults to self education include: 


identify the problem 

+ recognize the importance of the problem 

- begin thinking of library materials 

- identify the maturation level (thinking and experience) of 
the person (easy with children - difficult with adults) 

. take a step toward solution (think also in terms of referral 
and follow-up) 

: begin to interpret library service that will help solve the 
problem 


There is a difference between a situation that presents an adult 
education Opportunity and one which needs only the giving of on-the-spot 
information to satisfy the library patron. An adult education opportunity 
must contain an element of the "teachable moment" indicating a willingness 
on the part of the adult to learn something new. His willingness is 
often the result of a completely new situation in which he finds himself, 


The problem of motivation can be separated into two sub-questions. 
Each question is complex and related. Both deal with the interaction 
of the individual with his environment, so include both internal 
psychological developmental tasks and external social variables, some of 
which facilitate participation in learning while others serve as barriers; 


- What are the major variables influencing why an adult 
decides as he does regarding engaging in educative 
activities, compared with other alternatives? 


- What are the major variables influencing how well 
an adult learns within a learning situation? 


Motivation to participate is a long-standing problem in librarianship. 
Much has been written on it under the general topics of publicity and 
public relations. Less well known, the question of motivation to learn 
has scarcely been explored by the library profession. This is understand- 
able since librarys do not normally have teachers on their staff. However, 
discussion of motivation to learn has become imperative because of the 
large investment libraries are making in program planning and community 
development. 
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Motivation to Participate: 


Some adults engage in educative activity of which reading, viewing 
and listening are examples for the primary purposes of: 


- graining greater control over their physical 
environment (more money is a major vehicle). 

- achieving general upward mobility in their various 

life roles; obtaining status certification within 

their occupational roles to indicate that they are 

qualified either to retain their present job or to 

be considered for another job. 

deriving greater intellectual power, autonomy, or 

Meaning; experiencing the satisfaction that is 

derived from the expressive qualities of dealing 

with the subject matter. 

gaining satisfaction from the group experience; 

adjusting their relative position in regards to 

various present reference groups. 

achieving new or different role competencies, in 

relation to either role conflict situations or 

: perceived gap between role performance and role 

expectations. 

increasing perception of self worth (actualization). 

retreating from an unpleasant situation. 

. relating disparate adult experience to organized 
knowledge, and the planned activities of a know- 
ledge organizer. 


e 


As a way of exploring variables that might be considered in motivation 
fo participate, two differing uses of education have been listed. For 
each, several major sources of motivation have been identified that 
facilitate a decision to participate. Other considerations have been 
listed that serve as barriers. 


Status certification within occupational role: 
. facilitators. 

- participation in educative activities is 
in many vocational areas about the only 
route to the goal 

. the clarity of the goal 

+ encouragement by adult education agencies 

- a high sense of educational efficacy gained 
from prior satisfaction and reward in educa- 
tional situations 

- barriers. 

- society establishes a relatively rigid 
minimum level of acceptance, based on demon~ 
strated ability to perform and some people 
are not able to perform at this level 
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. required investment of time and money 
. lack of encouragement 
- a perception that experience or length 


of service can be a substitute for edu- 
cation 


. dislike of the process of education 


Satisfaction from the group experience: 
. facilitators. 


Motivation to Learn: 


. the lack of other satisfactory alternatives 
. the individual perceives other additional 


secondary benefits 

the kind of group with which the individual 
desires to interact is one found primarily 
in an educational situation 


. entry into the group is routinized making 


it easy for someone to join by registering 
prior similar experiences have resulted in 
satisfaction or pleasure 

educational groups for adults available in 
the community 


barriers. 
. availability of many more attractive alternatives 
. fear of rejection in a situation where the 


entry to the educational program is controlled 


. the lack of relevance that may exist between 


the person's goal and the objectives of the 
educational program 


The question of motivation to learn assumes that the individual 
has already made a decision to participate. Certain variables, other 
than motivation, are related to differential learning of adults: 


. ability to learn . kind of prior education 


. age 


. content of learning 


. social class . teaching 
. level of formal education . learning format or methods 


The adult learner enters the learning situation amid a variety of 
influences having differing vectors (both force and direction). Some 
of the major vectors are related to his degree of interest in engaging 
in the learning activities and some are related to one or more long 
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term goals, Six elements are central to motivation in relation to 
learning: 


. the individual learner 

. degree of interest in engaging in the learning 
activities 

. the learning activities (reading, discussion, 
laboratory work, etc, ) 

. the learning that occurred 

a" 3 . performance by the individual that indicates 

the degree of learning that probably occurred 

. the long term goals toward which the learning 
is ostensibly directed 


The degree of interest to engage in learning activities is the 
initial learning motivation, in contrast with the interest of the 
individual jin attaining a long term goal, which by contrast is the 
initial goal motivation, These two types ‘of initial motivation are 
affected by subsequent experience of the learner with: 


. the learning activities 

- altered cognitive structure derived from actual 
learning 

. evidence of changed performance as indication 
that learning occurred 

. evidence of progress toward the primary long term 
goals 


Initial and subsequent motivation are independent variables and 
may be manipulated by either: 


- grouping individuals with similar motivational 
vectors 

- providing differential rewards for change in 
effective performance 


Principles of Adult Learning: 


1, Learning starts at the point where the learner is 
. The ''point'' is determined by the nature of the thing to be 
learned and by the nature of the experience, ability and view- 
point which the learner has previously acquired. 


(ie 


4, 
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. Within the sarne group it is easy to conceive that some learn 
much and others little, though students are exposed to the 
same general learning stimuli, 


An individual learns as a whole organism 

. It is difficult to conceive of purely intellectual learnings apari 
from feelings and emotions, 

. This view of learning points to the necessity for teaching the 
"whole man", rather than mere segments of the subject matter. 


Learning is individual with each person 

. Individual differences in age, ability, experience, training, etc. 
condition the amount and extent of learning of each individual, 

. No one can learn from someone else, It must be an individual 
self-learning experience, 


Self-education of the learner in a total situation is the ultimate 

objective of the teaching and learning process, 

. Unless the learner learns, it is quite obvious that no teaching 
has taken place, 

. However, it may be true that self-education can take place 
without any particulay leadership, 


Progress in learning is greatest when experiences, materials, 

etc. are arranged in short, cumulative learning experiences. 

. This arrangement results in a feeling of satisfaction and of 
"getting somewhere". 

. Acertain amount of tentative planning is desirable. 


Relationships between leader and learner, and between learners 

and learners should be cooperative and informal. 

. Each learner should have a feeling of belonging to the group. 

. The leader should take the initiative in creating an informal 
atmosphere. 


Evaluation of progress in learning can be made on the basis of: 

. Deepened understanding 

- Improved skills 

. Choosing new and more valuable purposes 

. Improved ways of living as reflected in changed attitudes and 
lives, changed homes and changed communities 

. Stimulation to broader and more effective thinging 

. A feeling of satisfaction and progress by learner 

. Extent of new and useful information acquired and utilized 
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DEVELOPMENT OF ORDER 


Wkat is the disorder with which library science is concerned? 


Are the disorders psychological, social, intellectual? 
Or are they disorders of a behavioral system? 


To what sense of order does library science contribute? 


What are the problems of social significance that 
librarians are called upon solve? 


What is the knowledge of control that librarians need in 
in order to help patrons? 


How does library science help men to become organized 
and integrated wholes? 


What are the problems of social significance that librarians 
are called upon to solve? 
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Reading Guidance: 


Searching for Information: 


-Analyze the subject: specific or general; part of wnat larger 
subject; related to what other subjects? 


-Consult card catalog and note the books or classifications which may 
be useful (shelf-list may be used as substitute for card catalog): 


-Check shelves for possible sources--examine books index; table of 
contents, illustrations, etc.; appendices; bibliographies. 


-Systematic searching: .newest to oldest 
«use cumulated indexes 
-possible variations in spelling and filing 
-give complete bibliographical data in 
listing or citing references. 
Seeking assistance from the librarian: 


-To clarify problem or suggest method of searching. 


-Self-reliance shovld be encouraged, but staff time should be used wisely. 


-Contacts outside the library should be made by librarian or with 
the specific knowledge and approval of the librarian. 


Securing information from sources outside the Library: 
‘What person nearby has information? 
-ls there an office close by with information; a laboratory; a museum? 
-What other libraries could help: 
-State Library and/or Bibliographic Center 
-Special subject collection in the state 
-Interlibrary loan courtesies: 
Giver complete identification of the book desired; or 
explain briefly how the subject material requested is 
to be used. "Interlibrary loans" may be restricted to 
use in the library. Keep careful tract of borrowed 
material, data due, etc. 
Outline of an approach to a topic or subject: 


. «Locate a popular introduction to the subject or topic for a person? 


-Locate an outline of the subject for him? 
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-Locate a list of the important terms used in the subject field, 
and definitions? 


-Locate a list of important researchers in the field? Two or three 
societies and professional organizations? 


-Locate some leading periodicals, indexes and guides in the field? 
-Locate governmental agencies concerned with the subject? 

-Locate films, videotapes and other media materials on the subject? 
-Indicate relationships to other topics and fields of knowledge? 


Readers Advisory Evaluation: 


-Do you offer reader's advisory service formally through staff members 
or informally through the entire professional staff? 
In some other way? 


-What part does reader's advisory service play in the work of your 
library? 
Qualitatively? ............ Quantitatively? 


-Are staff members encouraged to make suggestions for improving 
the services? How? 


-How do you tell the public about reader's advisory service? 


-Is your reader's advisor situated so as to invite approach by 
users of the library? 

-Does your reader's advisor's conversation with the reader bring 
out informally the backgcound and the interests of the reader? 


-Do your readers regularly return for more "conversations"? 


-Do you encourage the reader to help you evaluate the advice you 
have given? 


-Do you later record any facts brought out in the conversation so 
as to give further help to the reader? 


-Does your talk with the reader acquaint him with the library and 
what is offered of importance to his particular needs and interests? 


-Do your exhibits relate material ordinarily separated under 
regular classification schemes? 


‘<) 
ERIC 


e@ 
ERIC 


121 


-Are your exhibits an effective contribution to reader's advisory 
service? 


-Are your booklists fresh and attractive? 
-Do you distribute vour booklists outside the walls of the library? 
‘What part do booklists have in your reader's advisory service? 


-Have your present groupings of books such as "westerns," "mysteries," 
"new books," successfully stimulated use of the books? 


-Are there other broad areas of interest in your community about 
which you might organize groups of books? 


-Do you keep a file of readers' continuing interests? 


-Do you have a regular system of notifying readers of books which 
might be of interest to them? 


-How do you find out if the reader got what he needed? 


-How do you make sure that the reader knows what the library can do 
for him as other needs develop? 


-How do you measure the effectiveness of your reader's advisory 
service? 


-Do you give your board of trustees facts and figures about reader's 
advisory service so that they can help increase its effectiveness 
with funds and personal? 


-Has your reader's advisory service helped to make your public think 
of you as more than a mere lending service? 


-Do satisfied readers give you word of mouth publicity? 


FORMULA 


122 


THINKING ABOUT PERSONAL 
COMMUNICATION 


Who 


Says what 


In what channel 
(through what 


Whe am I in this communication situation? 
A friend? Am I known to the audiences? 
Does my audience have a pre-formed view 
of me? Am I the right person to do this 
job of communication? 


Exactly what is it I want to say in this 
particular communication situation? Are 
my purposes clear, well defined, and 
limited? On what key symbols should <he 
message rest? 


Among the mediums at hand, which is the 
most appropriate for this communication 
job? Is some combination of communication 


medium) mediums indicated? 
Who is my audience? What expectations 
To whom does the audience have? How can I pro- 


After what effect? 
(with what intended 
effect) 


mote two-way communication between me 
and my audience? 


What do I want to achieve as a result of 
this communication? Do I want to change 
behavior? If so, why should my audience 
be interested, and what do I “xpect them 
to do? : 
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Book Talks: 


WHO (patron type) needs to know WHAT (topic aspect)? 


Books come by the hundreds. It is helpful if some prearrangement 
can be made into large categories to expedite review of any particular 
item. Purpose of developing a reading list is to choose a few books 
from a larger collection which has potential publics--to select from 
a collection with particular reader in mind. 


Preparation 


Aim for ovez-impression of the book by examining infurmation on 
the book jacket (publishers evaluation and summary of book, author 
data which can be supplemented by other sources, other books written 
by him); table of contents (plan of book); preface (what he is trying 
to do). 


In skimming, read a few chapters (100 p.) and scan rest to 
determine style, content, form, structure and manner the subject is 
treated, popularity of presentation, workmanship, the appendices or 
indexes useful for reference, 


Determine to what class the book. belongs and then compare it with 
other books on the subject, as an addition or duplication, Consider 
the potential reader in terms of subject presentation, and skill and 
maturity in reading, Finally, write a recommendation (for selection 
or rejection) using the above factors as an outline, 


Annotation Writing 


The purpose is to convey the sense of the whole rather than a part. 
The difference between a review and an annotation is one of size rather 
than treatment. The order of items in the reading list can be by form, 
or alphabetical, Better however is an organic arrangement in terms of 
anticipated growth in the reader. 


Readers note appeals to a reader for whom intended. It is designed 
to attract and may be more descriptive than a librarians note, Readers 
note should attract a specific reader and induce him to read the title, 
It is usually quite brief, not more than 1-2 sentences in length, 


Librarians note, on the contrary, is designed to inform and to be 
Critical as well as indicating what reading public is likely to use 
the book. Its purpose is to aid in making a decision on whether to 
place the book in a library collection, 
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Most common defects in annotation writing are vagueness, pretti- 
ness and a failure to convey a true impression of the book. Recommen- 
dations should not be too obviously pointed, nor should editorial 
statement or phrases be made in the introduction or annotations. Avoid 
flowery language and personal pronouns. 


Lack of focus on the reader must de watched. It is all too easy 
to orient the annotation towards the teacher or librarian, rather than 
on the reader with an interest. Edit out extraneous phrases and state- 
ments ("This book was about..."" "In reading this book, I discovered..."), 
and negative verbalizations ("Plot too involved for high school students..." 
"No love story here..."). Both type of statements are a handicap; if 
negative, the book should be excluded from the list; if extraneous, you 
indicate indecision or inability to make up your mind. 


1, 


2. 


Group Encounter Assignment: 


l, 


Human Relations Assignment: 
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Approach the readers advisory and/or reference librarian 
(professional ) of a library. 


Confess to, or hint at a certain inability to express 
exactly what you want. 


Study the ability and skill of the librarian to draw 
out your concern, as well as the ability to supply the 
information which will satisfy you. | 


Write a brief report of your experience and indicate 
how the interview should have been undertaken. 


Seek out and participate in a group encounter situation or 
a library discussion group or in one being held at some 
other social agency. 


Begin to play some of the nonfunctional group roles which 
come naturally to you when meeting the other folks. 


Observe how you are handled, or manipulated, or led away 
from these nonfunctional roles into more productive group 
building and information flow roles. 


Write a brief report of your group encounter experience 


indicating both strong and weak methods with ‘rhich you 
were handled by the leader and the participant. 
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GROUP COMMUNICATION INSTRUCTION'S 


Goal: To orient participants to fodr selected aspects of effective 
Communication: (1) listening (2) describing behavior (3) describing 
feelinys (4) perceptions. 


ORTENTATION 
Materials required: "Operation Halley's Comet" 


Group size: Variable. Questions for discussion may include: 
What is communication? How does communication occur in 
everyday practice? 


Instructions: Select five individuals, and have them read the 
following statements to each other in groups of two. 


. 


A COLONEL ISSUED THE FOLLOWING DIRECTIVE TO HIS EXECUTIVE OFFICERS: 


“Tomorrow evening at approximately 2000 hours Halley's Comet will be 
visible in this area, an event which occurs only once every 75 years. 
Have the men fall out in the battalion area in fatigues, and I will 
explain this rare phenomenon to them. In case of rain, we will not 

be able to see anything, so assemble the men in the theater and I will 
show them films of it." 


EXECUTIVE OFFICER TO COMPANY COMMANDER: 


“By order of the Colonel, tomorrow at 2000 hours, Halley's Comet will 
appear above the battalion area. If it rains, fall the men out in 
fatigues, them march to the theater where this rare Phenomenon will 
take place, something which occurs only once every 75 years." 


COMPANY COMMANDER TO LIEUTENANT: 


"By order of the Colonel in fatigues at 2000 hours tomorrow evening, 
the phenomenal Halley's Comet will appear in the theater. In case of 
rain. in the battalion area, the Colonel will give another order, 
something which occurs once every 75 years." 


LIEUTENANT TO SERGEANT: 


"Pomorrow at 2000 hours, the Colonel will appear in the theater will 
Halley's Comet, something which happens every 75 years if it rains, 
the Colonel will order the comet into the battalion area." 


SERGEANT TO SQUAD: 
"When it rains tomorrow at 2000 hours, the phenomenal 75-year old 


General Halley, accompanied by the Colonel, will drive his comet 
through the battalion area theater in fatigues." 
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EIGHT 


COMMUNICATION AS PROCESS 


Knowledge itself is not communicated directly by librarians and 
information specialists, Knowledge as made available is contained in 
the resources which the library acquires. Knowledge is assumed to be 
complete in the comprehensive totality of resource collections which 
together make up the infrastructure network of national and inter- 
national library systems. 


Classification reflects the organization of knowledge as it is 
developed in the disciplines who actually create and regenerate new 
knowledge. Each discipline isolates new facts, identifies relationships 
among those facts, and eventually establishes the predictive power is 
generalized into principles. The set of principles for any subject 
constitute the deductive matrix upon which information, library and 
specialists build classification schemes. 


Notation is the major method employed by librarians and infor- 
mation specialists for displaying classification. Classification re- 
mains as abstract intellectual endeavor (theoretical information science) 
until it is applied in some system of notation. The system may employ 
symbols, signs or objects in at least nominal and ordinal taxonomies. 
Sometimes the notation distributions may have interval, but scarcely 
ever ratio value. The notation array may be a deductive taxonomy as 
in Dewey or an inductive taxonomy as in museum display or a reader's 
interest classification. 


Abstracting (and indexing as its corrollory) is a method of com- 
pression, a transformation in which the content data of a particular 
document is summarized into a precis, The precis is a summary of the 
data of the codument as well as the author's viewpoint, supposedly 
exact enough so that the document can at least be found (retrieved). 

As yet, the state of the art of abstracting (whether manual or machine) 
is not exact enough to permit the reconstruction of a document from its 
abstract alone. Theoretical information science is attempting to es- 
tablish an exact discipline by which reciprocal transformations can be 
controlled whether in a homomorphic or isomorphic manner, 


Cataloging includes the operations and record keeping aspects of 
producing and controlling a unit card record for each document. The 
unit record (unit card) is a display of both the bibliographic des- 
cription as well as the content abstract together with a location or 
document parking number. The unit record is duplicated in sufficient 
quantity so that it can be mapped into (filed) the classification 
notation at each and every point of its descriptor or index set. This 
provides multiple access to the unit record, 
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Since the infrastructure of communication, i.e. knowledge organi- 
zation and control, is based upon a logical and deductive system, it 
is assumed that the retrieval of the data content of documents is also 
governed by logico-deductive patterns, Direct and immediate retrieval 
of content data may occur, if the retrieval expert is aware of the time 
lag: between knowledge generation and classification on the one hand 
as well as the degree of imprecision between classification and notat- 
ion; between the abstract and its document; and between the index terms 
and the notation upon which it is mapped, 


Librarians end information specialists assume that communication 


.is facilitated by browsing in the knowledge store and by the process 


of retrieving relevant documents, I: is assumed that individuals have 
an overriding desire to have ideosyncratic and often disparate experi- 
ences related to organized knowledge. It is often further assumed or 


_ taken for granted that individuals are adept at the intrapersonal 


communication skills of reading, viewing and listening, and thoroughly 
understand the logical relation between document resources and the 
organization of knowledge so essential to effective retrieval of data 
content, 


Theoretical information scientists may interact directly with the 
Creators of new knowledge and its codification in the various subject 
disciplines. As literature scientists they establish the principles 
of codification and lay out specifications for the editorial function 
as well as the production and distribution of knowledge. Indeed at 
one point in their careers they may have been researchers themselves 
pursuing the elusive experimental goal of attempting to answer all 
questions through the scientific method. 


However, operational information, library and media specialists 
are almost exclusively concerned with the industrial products of 
knowledge production and distribution. As a result of the specifi- 
cations laid down for the editorial function, the product of human 
creativity is marketed in various formats. In general, the production 
formats of materials include inner form, outer form and package form. 
Usually the librarian's methods of cataloging and classification are 
isomorphic with these general presentation devices. In the encounter 
Situation, the progress of a patron in the developmental communications 
process tends to be in direct proportion to his own sophistication in 
the use of the presentation devices provided by the publishing industry 
and indexed by information, library and media specialists, 


General subject areas for reader services: 


I. Home and Family Life 
(all books on child care, marriage, family relationships, house 
plans, care of home, cooking, dressmaking, interior decoration, 
etc.) Examples of Dewey Numbers: 640, 136, and some 300's. 
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Il. 


IV. 


Vv. 


VI. 


Vil. 


VIIl. 


IX. 


Recreation, Creative Arts, Use of Leisure Time 


Making a Living 

(vocational, business, trades, economics, such as investments, 
banking, consumer education). Examples of Dewey Numbers: 650, 
680, 630, some in 330, 371.72. 


Human Relationships and Personal Development 
(books on psychology, philosophy, health, retirement). Examples 
of Dewey Numbers: 100, 610. 


Civic Responsibilities 

a. Local and State---citizenship, voting, leadership, conducting 
meetings, program planning, local problems. Examples: some 
320's, 350's, 370's. 


b. National and world---government, democracy, current events, 
foreign relations, U.N. 


Example: 300's which have political or civic implications, 


some 900's such as This American People. 


(bames, sports, parties, how-to books, collecting, handicrafts, 
humourous books. Examples of Dewey Numbers: 790, some 600's, 817. 


Religious and Inspirational 
200's such books as Gift From The Sea, Lives of Saints and Religious 
Leaders, 


Cultural Appreciation 
(art, music, literature, etc) 
Generally in 700 and 800. 


Understanding Our Environment 

a. Human---travel, social life and customs, history (note: we 
have in mind here books which promote better understanding but 
are not primarily applicable for discharging civic responsibilities, 
such as general histories of U.S. and other countries, world war 
historical accounts, etc.) 


b. Natural and physical---plant and animal life, the physical 
sciences, etc, 


Examples: 500's mostly, 300's in conversation, etc. 
Scientific and Technological Developments 
(Atomic energy, air power, communication and transportation) 
Examples: 620's, some 500's, particularly in 530's. 
General and Miscellaneous 
a. General biigraphy---all biography except those which relate 


closely to one of the subject areas above 


b. Miscellaneous 
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Library cooperation with other agencies: 


The library as an educational institution shares with other agencies 
which have a similar purpose a responsibility for meeting the educational 
needs of the community, Through this cooperation the Library can fulfill 
its own educational objectives more completely than it could do alone. 


What are the agencies with which a library cooperates to meet its 
educational objectives? 


-Governmental, city or county commissions and divisions of 


government such as courts, heaith, welfare, police departments, 
etc., schools, colleges and universities, argicultural extension 


and others 


«Private Service agencies ~ Red Cross, YWCA, YMCA, Chamber of 
Commerce, Family Service 


How does a library cooperate with other agencies? 


«Join and take an active part in any existing inter-agency 
organization such as the Department Heads' Conferences, 
Community Councils, Adult Education Councils, Councils of 
Social Agencies, etc, 


If no such ofganization exists: 


-Provide opportunities for regular informal meeting of agency 
representatives at the library, 


-Offer to participate in community activities sponsored by 
other agencies such as UN Day, Brotherhood Week, Fire 
Prevention Month, mental health education, etc. 


-Invite other agencies to help with library activities ~ dis- 
tribute and publicize special collections in their field of 
interest, co-sponsor discussion groups, build program re- 
source file, make a community study, etc, 


-Invite a group of appropriate agencies to discuss ways of 
Cooperating to meet a community need - such as providing 
leadership training, developing study group techniques, 
investigating problems of the yough in the community, etc. 


Why does a library cooperate with other agencies? 


-To understand the objectives of the agencies and to be 
recognized as an educational institution 


-To avoid duplication of services 
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-To share in the planning of activities so that the library's 
resources may be used to the best advantage. 


-To stimulate the staff and the board to a higher level of 
performance through an exchange of experiences with other 
agencies 


-To enable the library to take part in other activities which 
for reasons of budget, staff, etc. it could not undertake alone 


-To provide a major opportunity for the library to take its 
place in the mainstream of community Life 


Exhibits and Displays: 
How can we have exhibits that meet an educational purpose? 

The librarian who believes in the educational function of his 
library will use his exhibits and displays to help accomplish that pur- 
pose. He will begin to recognize all the possibilities for turning a 
merely pleasing and colorful exhibit into a learning experience, 

He will discard the traditional November bulletin board of 
pumpkins and witches for one which says, "Do You Know How to Vote 
Wisely?" and that leads the patron to the material a voter should 
have, He will choose a series of peg-board displays highlighting 
"Trouble Spots of the Community" rather than featuring best-seller 
book jackets. 

Where do we get our ideas for exhibits? 
Newspapers: 
-A local election, bond issue, housing needs 
-Names in the news 
-Trouble areas of the community and world 
-Cartoons -= Pogo 
eLetters to the Editor 

Books and Magazines; 
-A provocative title 


-A germinal idea 


-A challenging issue 
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Radio and TV: 
Panel discussions ("City Desk," etc.) 
-Symphony broadcasts (2hilharmonic Sunday Concerts, etc.) 
«Local and world newscasters 
-Dramas (Shakespeare on TV) 
Advertisements 

People: 
What are Liey arguing about? 
What are they worrying about? 
What are they gossiping about? 

Where do we use our exhibits? 

In the library: 
Wherever possible 
-We change them often 

Outside the library: 


-In the factory 
(industrial, labor, recreational) 


-In the paint supply store 
(how to do it) 


-In the baby doctor's office 
(pregnancy, baby and childcare, homemaking) 


-In the travel agency 
(travel, history) 


We remember... 


-To relate our materials to our audience 
(will he or she or they be interested??) 


-To make long-range exhibit plans built around our total 
library program 


-To be imaginative and flexible (we put up a "quickie" 
on the sews item we read over our morning coffee) 
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RADIO, TV AND THE NEWSPAPERS: 


Radio, TV and the newspapers give the library opportunities to 
reach many people in the community who do not use the library. Many 
of these listeners, viewers and readers ill never become library 
borrowers, However, the library can still fulfill its educational 
role, if, in addition to telling people, through the three media, 
about the library’s materials and services, it presents material 
which informs, which provides discussion, and which stimulates 
creative thinking. By doing this the library has created genuine 
learning experiences for the communicy. 


What are some of the ways in which we can use radio, TV and our newspapers? 


Radio and/or TV: 


ebook reviews which point up the issues brought 
out in the book -- perhaps explaining how such a 
book might be used with a group (social issues of 


Cry the Beloved Country) 


-two or three community members discussing a book 
of common concern to ‘them - pointing out the sig- 
nificance to audience members who share that concern 
(reading difficulties of children in Why Jonny Can't 


Read, reading methods in Teaching Every Child to Read 


+programS of spoken or musical recordings interspersed 
with commentary (T. S. Eliot's Cocktail Party or 
Hear It Now) 


-spot announcements following significant shows high- 
lighting materials that tie in with the program 

such as a book on farm parity prices after a Meet 
the Press broadcast featuring Secretary Benson. 


Newspapers: 


«short list of magazine articles and books on a currently 
hot topic (Suez Canel, World Series, etc.) 


-short feature articles or box giving ready-reference 
facts about a name in the news, or a special event 
(the Inauguration) or a current subject of interest 
({loridation) 
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How can we do these things with limited time and staff? 


».w2 divide the responsibility and use the abilities and 
skills of all the library staff at various times and for 
special purposes 


ewe try to release additional time by examining our present 
routines and eliminating all unnecessary ones and stream- 
lining others 


-we use people in the community as script writers, as panel 
moderators, as discussion leaders, as story-tellers, as book 
reviewers, etc. 


SUGGESTED GUIDE TO COMMUNITY STUDY, ORGANIZATION AND INTERPRETATION 
OF DATA: 


Some point of reference may prove helpful to information, library 
and media specialists who have not previously considered library and 
community study as a method for developing more effective public service 
programs. The following questions point up initial considerations in 
getting the community study underway: How will the facts be gathered 
and organized to reveal community trends? Who will identify resources 
and organize information about them for use? Who will interpret the 
facts in order to identify the educational needs? Who will be invited 
to develop program goals, methods and techniques to be used in satisfying 
the educational needs? Who will establish the goals, methods and tech- 
niques of evaluation? 


No single information, library or media center may gather all of 
the data listed here. This guide is not intended as a pattern for a 
community study, It is a tentative description of a step-by-step 
procedure which will have to adapted to the situation of any specialist 
using it. 


Setting goals and establishing guidelines has been found to be an 
essential step in keeping the study within manageable proportions and 
moving productively. The over-all guideline will raise questions, the 
answers to which will help the library promote continuing adult self- 
education. These questions are not of a specific, factual nature. 
Answers to‘them rest in factual information, but for the most part, they 
go beyond the more obvious aspects of a locality. The answers will be 
found as a result of the process of gathering, organizing, evaluating 
and interpreting the data. 


Reference: "Outline for Self-Study,"' in Library Adult Education 
in Action, by Eleanor Phinney, (A.L.A., 1956), p. 148-61. 


"Questions-the Basis of a Study," Studying the 
Community (A.L.A., 1960), p. 18-20. 
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A. Sources of information and what to look for: 
1. Census reports: 


-evidence of change, e.g., comparison of 1950-60-70 data 
-high and lows 
«variations from state and national norms 


2. Maps, guides, handbooks, directories: 


-physical and economic characteristics 
-relationships to surrounding area 


3. Histories: 


-patterns of cultural change, e.g., coming of new 
population stock, opening of transportation to other 
communities, etc. 

-development of tradition, e.g., leaders always from one 
social group, or wide representation in leadership, etc. 

-development of institutions and activities 


4. Groups with common characteristics (homogenous neighborhoods, 
race or national groups, age groups, special interest groups, 
vocational groups, etc.): 


-is this group unusual in its size or nature for this 
community ? 

-is it a recently developed group? 

-do social agencies exist to serve it.? 

-is it represented in government and in organization 
membership? 

-does it have educational and cultural opportunities? 

«does it use them? 

«what is the attitude of the community toward it? 


5. Other community studies done by agencies, business, organizations: 


-reason for status quo, change and community characteristics 
-selection of pressing problems 

-recommendations for action 

«projection into the future 


6. Various agencies-~-governmental & educational (including library), 
voluntary, commercial, (reports on programs and activities): 


»purposes, programs and activities 


-requirements for participation (extent of use and analysis 
of users) 
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-analysis of participants--age, sex, education, income 
group, etc. 

-materials used in program planning and their sources 
(nature and quality of materials) (terms of use-loan, 
rental, purchase). 

-resources needed or desirable 


Business and Industry: 


-type of manufacturing process, or business "line," 
and employee skills needed 

-extent and quality of on-the-job training (points where 
printed, or other materials can shorten or enrich the 
program) 

-resources available, resources needed or desirable 


Membership Organizations and Church Groups: 


purpose, programs and activities 
-requirements for membership and analysis of membership 
-resources needed and their source, resources needed 
or desirable 
-methods used in program development 
-recognized blocks in meeting goals, methods of evaluation 


Mass Media--Newspapers, Radio, TV: 


-educational features, analysis of content, editorials, 
letters to the editor 

community response 

-plans for expanding educational activities 

-resources needed or desirable 


Interviews, Comments by Community Representative, General Public: 


-knowledge or lack of knowledge of documented fact 
-expressed attitudes on community problems and interests 
-description of community attitudes 

-opinions on community needs 


References: "Sources of Information" and "Getting the Infor- 


mation," Studying the Community, (A.L.A., 1960) 
pe. 36-52 e 


Identifying and organizing community resources; 


Sources of Resources--libraries, book stores, newsstands, film 
and record distributors: 


nature of material--books, films. 
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quality of material 
-terms of use--loan, rental, purchase 
-extent of use and analysis of users 


Sources of Information--mass media, agencies (libraries), orgeni- 
zations, churches, newspapers, radio, TV, bulletins, newsletter: 


" News sources -- announcements of coming events, personel, etc. 

-- emphasis on types of news, problems, achievements, 
| etc, 

-- bulletins, newsletter, etc. 


Educational features -- community response 
-- pians for expanding educational activities 
-- resources needed or desirable 


Library informational service - reference service 
- community reference service 


Extent of use and analysis of users 


Sources of educational and cultural experiences--concerts, art 
exhibits, literary programs, various programs (formal & informal) 
for adults, agency sponsored programs, self-education through 
information, library and media centers: 


type and number 

-cost and availability 
«opportunities for participation 
-extent of use and analysis of users 


C. Organizing community data to show trends: 
1. Community problems 


Factors causing change in the community--institutions or 
activities which can help the community adapt to change, 
or can help to forestall undesirable change 


Factors limiting the community in its development, and 
those which contribute to the development of the community 


Factors producing tension in the community-~institutions 
or activities which can help to resolve the tension or 
to develop desirable action from them 


2. Community interests are usually evident, although they may 
not have been recognized by some agencies (including the 
library). Clues to interests may be found in the study of 


attendance at commercial shows (even at a distance from 
the community), response to TV and radio programs, reading 
of special magazines, membership in special interest 
organizations, responses to certain questions. 


When strong interests are recognized as responsibilities, 
action is usually taken. However, there may be a Lack of 
coordination. Some interests may be overlooked or in- 
adequately served such as those interests held by fewer 
people, or seldom expressed because of lack or encourage- 
ment may have been overlooked or inadequately served. New 
interests constantly emerge as the community, the nation 
and the world change. 


3. A trend in the community is evident when: 


No institution or activity exists to recognize inadequacies, 
change, and tension, and to guide the community in its reaction 
to them. Do they recognize a responsibility? 


Existing institutions or activities are inadequate cto meet the 
Situation, or are overlapping in their efforts, or are not co- 
ordinating their efforts. 


Groups with common characteristics do not participate in community 
life, or do not benefit from community activities by their own 
choice, by community action, or because of community attitudes, 


4, An evaluation of the likelihood that a trend actually exists may 
be indicated by: 


Authority of the source--e.g., (i) census figure against opinion, 
(ii) record of a professional agency as against a record of a 
membership organization. % 


Frequency with which it appears in the data--e.g., (i) need for 
better group relations as shown in geographical segregation, 
social discrimination, variations in income levels between groups, 
etc., (ii) need for coordination of community efforts as 
shown by overlapping agency services, competitive organizational 
efforts, lack of adequate communication among groups, etc. 


Reference: "Organizing the Information" Studying the Community 
(A.L.S., 1960), p. 58-61. 
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Educational needs for specific publics and reading interests 
of specific groups are indicated by asking about each one of the 
trends (problems and/or interests); who needs to know what? 


| NN. Educational needs and reading interests: 
| 


"Who?" may be answered in a number of ways: the general 
public, a defined group in the population, people responsible for 
action, such as government, agency or institutional officers, 
organization leaders, lay people. More than one such catagory will 
be listed in response to the question, "Who needs to know?" 

"What?" also has more than one answer as a rule. The answers 
fall into categories: the factors and implications in the situ- 
ation (information and understanding), knowledge of accepted prac- 
tice in dealing with it, the adequacy of present resources, avail- 


ability of state and national resources, experiences of other - 
communities in dealing with similar concerns. 


Reference: "Intecpreting the Information," Studying the Community 
(A.L.A., 1960), p. 26-67 
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Your use of an information, library and media center: 


The information, library or media specialist who can give affir- 
mative answers to these questions is in control of the presentation 
materials of communication. An inventive specialist will constantly 
evaluate their usefulness in terms of his communications objectives, 
will try out new methods, and will again evaluate and replan. At this 
point, some instructional method may be essential as a means for moti- 
vating patrons to acquire and use information effectively. 


1. Can you locate these in your collection infrastructure? 


Books in your own and in related fields 

General reference books 

Magazines--both current and bound copies 

Clippings, pamphlet and picture files 

Community resource files 

Audiovisual materials--records, films, filmstrips - 

Curriculum and teaching guides 

College catalogs 

Maps, travel guides and posters 

Vocational monographs and pamphlets 

Professional books, magazines and other literature 
in your own and related fields 


2. Do you know the general reference presentation books--their 
scope, arrangement and specific uses? 


General encyclopedias--both children's and adult 
Dictionaries, word books and usage books 
Handbooks-~literary, historical and statistical 
Yearbooks, almanacs, and other records of progress 
Biographical dictionaries~-both current and historical 
Gazetteers, atlases, globes, guide books 

Manuals and directories 

Special encyclopedias in your own field 


3. Are you acquainted with sources, and can you use these 
indexes and guides to locate infrastructure materials? 


Indexes to materials in magazines and newspapers 
The Reader's Guide to Periodical Literature 
The Education Index 


Indexes to audiovisual materials 
Film and filmstrip guides 
Indexes to pictures, records, recordings 
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Lists of free and inexpensive learning and curriculum materials 
The Vertical File Index and other authoritative lists 


Indexes to literature in collections 
Poetry, Biography, essays, short stories, plays, fairy tales 


Subject lists of books and other instructional materials 
Vocational and historical fiction 
Subject indexes for all age and interest groups 


Lists provided in resource units and subject guides 
Lists for reluctant readers 


4. Do you follow a planned program for keeping in close touch 
with new books and new presentation materials? 


Examination of authoritative lists and bibliographies 
Reading of book-reviewing periodicais 

Examination and evaluation of new mat¢rials 

Regular visits to the library 


5. Are you skillful in searching for presentation materials? 
Can you do the following? 


Use the Dewey Classification System 

Locate books on the shelves by using the card catalog 
Use effective procedures in index searching 

Select the best reference books for a given problem 
Take effective notes and develop bibliographies 

Read, evaluate and interpret information efficiently 


6. Are you familiar with the many available aids and tools for 
tutoring in the infrastructure and work-study skills, 
such as those below? 


Chapters in textbooks devoted to the use of the library 
and the learning skills 

Curriculum guides and manuals on the use of the library 

Films and filmstrips on the use of reference books and 
other library tools 


7. Do you promote in program planning these special uses of 
infrastructure and learning materials? 


Request reserve collectious in the library for specific 
interests and loan collections for program meetings 


Inform librarians in advance of program interests and 
projects requiring special library services 


Use library conference rooms for groups to work in, so they 
will have easy access to presentation materials 
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Arrange to bring groups to the library for guided reading 
discussion or instruction, with the librarians and pro- 
gram chairman working as a team 


Use library facilities for displays of creative work of 
participants 


Inform librarians in advance of projects that will place 
heavy demands on specific materials 


Make periodic visits to other library and community in- 
stitutions and arrange for patron use of the resources. 


8. Do you encourage wide and related reading in all subject 
fields and the use of varied book and non-book material? 


Suggest books of information that enrich, sharpen and 
clarify ideas obtained from the mass media, supple- 
mentary materials in various subject fields 


Motivate patrons by discussing books rather than merely 
handing out reading lists 


Encourage patrons to depend on the librarian for reading 
guidance in the selection of materials rather than 
suggest exclusive use of the cncyclopedia 


9. Do you cooperate with the patron in providing instruction 
in the use of books and libraries? 


Obtain self-teaching materials for patrons on the use of 
the library 


Use available printed instructional materials, 


Retrieval Strategy Assignment: 


1, Write a brief abstract of any given interest you may have. 


2, In order to retrieve data on this interest construct four 
search strategies: (a) boolean logic; (b) functional form 
(see Shores p. 238); (c) concept classification set (see 
Merrill); (d) reader interest array 


3, Compare and contrast the product drops of each of these 
search strategies in terms of your original stated interest. 


Infrastructure Review Assignment: 


1, Take any descriptor, peruse the unit records and select one 
unit record which interests you, 
Photo or otherwise copy exactly the unit record selected, 
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2. Consult the thesaurus for each term in the descriptor set, 
noting "see also" and "refer from terms and write a pre- 
cis on the document, Or if the contents are transformed 
into an index set, write a precis of the document, 


3. Consult an index of reviews of the document, retrieve and 
read existing reviews, Write an additional abstract of the 
document based on the reviews alone. 


4. Compare and contrast your abstracts based on the unit re- 
cord and the review set. Write a third composite abstract, 


5. Retrieve and read (technically) the document. Write an 
abstract of the document content, 


uestions on the Infrastructure Assi ent ; 


a) Were you surprised at any of the data in the document? 
b) Were the author's intentions different from your expectations? 


c) Was the form of the document (inner, outer, package) congruent 
with any of your abstracts? 


FINDING COMMUNITY FACTS: 


"No matter how well one is acquainted with the community in which 
he lives, a fresh and searching look, a reshuffling of the available 
facts, will bring new insights. The process of looking at the commu- 
nity may be regarded as taking stock, an attempt to map the present 
position before deciding on new destinations. Comprehensive and spe-~ 
cific knowledge of the characteristics of the people making up the 
community, the circumstances under which they live, and the extent and 
kinds of change that are taking place will help in estimating their 
capabilities and their interests; it will provide clues as to both: 


the nature and the underlying causes of their problems, and those of 


the community at large." Eleanor Phinney, Library Adult Education, 
(ALA., 1956), p. 149. 


I, What is the geographical and historical nature of the County? 
What are the geographic, and historical factors in the County 
which presently have an effect on the lives of the people? 


Who obtains? Sources? 
a) Geography 


b) History 


Il. 


Ill. 


IV. 
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What facts about the population have an effect on the lives 
of people in the County? How do population facts in the County 
compare with those of the State and the United States? 
Who obtains? Sources? 
a) Age distribution 
b) Sex distribution 
c) Racial characteristics 
d) Mobility of population 
e) Crime and accident rate 
£) Health and welfare 
i) hospitals 
ii) community chest 


What is the educational, cultural and recreational life of the 
County and how does it compare with the state and the United States? 


Who obtains? Sources? 


a) Educational characteristics 
of population 


b) Number and quality of schools 
c) Adult educational opportunities 
d) Cultural opportunities 

e) Recreational opportunities 


What is the business and economic life of the County and how does 
it compare with the state and the United States? 


Who obtains? Sources? 
a) Housing of population 
b) Occupational characteristics 
c) Types of employment 


d) Manufacturing and business concerns 


e) Income distribution 
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Some Methods of Securing Information 
for Library-Community Study 


Three of the most commonly used methods to secure information are: 
(1) by examining and analyzing statistical records, (2) by examining 
reports and related literature, and (3) by asking questions. 


I. Examining and analyzing statistical records (such as: census, 
attendance, registration, circulation, membership, etc.) 


A. Counting to answer the question "how many?" (or "how often?") 


B. Tabulating to answer the question "how many in a category?" 
(such as: how many men are enrolled in family living classes?; 
how many people over 65 are in the employed group?) 


C. Cross-tabulating to answer the question "how many in one 
category are also represented in another category?" (such as: 
how many people over 65 in the employed group have completed 
12th grade?) 


D. Ranking to answer the question "in what order?" 
E. Spotting on maps to answer the question "where?" 

II, Examining reports and related literature (such as: annual reports, 
surveys, histories, organizations' yearbooks, newspapers, handbooks, 


etc.) 


A, Recording notes in answer to pre-determined questions or 
checklists. 


B. Summarizing information in brief narrative statements 

Til. Asking questions (of representatives of agencies and organizations, 
of users of adult education services, including patrons of the 
library, of particularly knowledgeable persons, of a sampling of 
the total population) 


A. In interviews 


1. Open end-~broad, general questions asked of informed 
persons; answers taken in notes or on tape 


2. Structured--specific, direr+ questions; answers recorded 
“ verbatim,-or by checking p. ared lists 


3. Group-fairly broad questions asked of groups with common 
characteristics; answers discussed by groups, and signi- 
ficsuc incormatiun zv2ecorded in notes 


B. By questionnaire (distributed by mail or by hand)--specific 
questions; answers written or checked on a list by respondents 


Reference: "Getting the Information." Studying the 
Community (ALA., 1960) p. 45-52. 
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INFORMATION, LIBRARY AND MEDIA CENTER DEVELOPMENT PROJECT: 


A checklist in preparing for special services 


Ready Cando Must 


Locate appropriate materials for 
purchase, or to borrow. 


Adjust the publicity program for 
special emphasis on topics and 
recommendations resulting from 
the Standards (all types of 
libraries) 


Confer with all other information, 
library and media specialists 


Confer with youth-serving agencies 
in community: Local activities 
planned, e.g. meetings of committees, 
study programs, publicity programs. 
Key people--delegates, committee 
members, subject specialists. 

Kinds of materials and services 
likely to be needed. 

Areas of library-agency cooperation. 


Organize information on community 
activities and resources of special 
importance to library development. 
Calendar of meetings. 

Program resource file--speakers, 
panel members; films, charts, 
materials from other agencies, 
Bulletin boards for special infor- 
mation. 


Publicize the availability of such 
information. 


Prepare a collection of materials 
of particular use to clubs arid 
organizations with special inter- 
est in the welfare of children 
and youth, including church- 
related and yough groups in the 
community, schools, colleges, 
universities, 
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IZ; 


Can do Must 


Inform club presidents and pro- 
gram chairman of availability and 
use of such materials for pro- 
grams, committee work, and study. 
Mail an informative brochure. 
Call a meeting in the library 

to introduce the materials, and 
to demonstrate their use. 


Invite each delegate and local 
committee member to visit the 
library to examine materials 

and discuss services, either in- 
dividually, or at a designated 
time for the entire group. 


Use the information, library and 
media center's usual newspaper 
space or radio or TV time to pro- 
vice information on library de- 
velopment. Ask key people to 
take part in programs~-before 
and after the library develop- 
ment project, Offer time or 
Space to appropriate agencies. 
Review materials, show films 

on topics, 


Sponsor--or cosponsor with other 
agencies and organizations; 
meetings, discussion series, 
audio-visual programs on library 
development. 


Provide reading lists and exhibits 
of use and interest to special 
groups, i.e. parents, youth, 
Workers with youth, church members, 
government officials, students 

and teachers of sociology, govern- 
ment, social welfare, education as 
well as all types of community 
leaders, 
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AUDIOVISUAL PROGRAM DEVELOPMENT 


The following questions can be used as a guide, and as a 
reminder of the essential elements in audiovisual program 
development in order to: 


Plan an activity. 
Report an activity to trustees or the public. 
Evaluate an activity. 
Serve as a baseline or statement of intentions 
to be reviewed at intervals or the end of 
an activity. 


What is the informational or educational objective of each of the 
audiovisual activities or programs you listed on the previous 
worksheet ? 


What needs in the community does it serve? 


What groups in the community need to be informed of its development, 
or involved in its activities? 


What library goals does it serve? 


How will it be evaluated? 


What plans have to be made to Continue, or build on it? 
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PLANNING AND EVALUATION: 


A progressive information, library and media system plans continuously 
based upon @ research and development component within the system, Planning 
is actually the reverse side of evaluation. Evaluation is a value judgement 
based upon the objectives of the system. The following outline may serve as 
& guide in the development of objectives and in the collection of data for 
the evaluation and planning process, 


Service 


Why is an information, library and media service wanted? Upon what charac-~ 
teristics of the user groups will it be based? 


State its broad objectives in terms of the objectives of the community, 
institution or organization of which it is @ part. 


Where in the community, institution or organization might there be 
considerable resistance to a change from former habits of acquiring in- 
formation, library and media services? 


Estimate the kinds of service which might be offered and how these services 
are related to the characteristics of the various user groups. 


-document references (bibliographies and mediographies) 
-documents and produced materials 

abstracts of documents 

-State-of-the-art summaries or reviews 

-actual information, opinions or data 


Discuss how all the possible products of the informaticn, library and media 


services might be used by publics in the community, institution or organi- 
zation. 


Define the relation of services being developed to any cooperative activity 
with other agencies in the community, state and region, 


Consider how service areas, such as the following and others, may be affected 
by community and user needs, 


-materials collection -mass media 

-agency organization agency cooperation 
-community resource file -special groups 
-public relations organizations 
-educational materials use -community leaders 
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Audience and Market Analysis 


Define precisely the group or groups of users to be served by the 
informstion, library and media service. Will research scientists 
and specislists be included? Will any groups be excluded? Will it 
serve all groups in the conmunity or all publics for which the in- 
stitution or organization feels responsible? 


Describe the level of interest of each group, their concerns snd 
interests, 


What publics might be reached that need the service and who are not 
presently using informetion, library and media services? Who needs 
to krow what in terms of service and subjects? 


Sub ject and Content Coverage 


List the areas and levels of subject matter for which each of these 
groups or publics is concerned about or interested in, 


° 


List types of documents which contain the subject matter required by 
the clientele, e.g., journel articles, research reports, patents, 
unpublished reports, memoranda, correspondence, tapes, films, maps, 
drawing, videotapes. 


Estimate the volume of each type of document which will be included in 
the system. 


Estimate the transcience of each type of document which will be in 
the system. 


Network Access 


Comment on the speed with which esch type of user ordinarily needs each 
kind of information, library and medis service, from the time of 
question to response in terms of information retrieved or program de- 
veloped; and from the time of acquisition of a document by the system 
to notification of its contents. Consider the remote user. Should he 
be services by mail, telephone, teletype, or should he be on line to 

& computer? 


Personnel: Frofessional and Technical 
— ee roressioneal and technical 


List the personnel now available to develop and maintein an information, 
library and media service for the community, institution or organization. 
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Where in the administrative structure of the institution or organization 
would the director as chief administrator be pleced? 


List possible sdditional personnel, who might assume the task of 
development or help with the maintenance of the service: specialists; 
authors of reports; other users of the literature; lay volunteers and 
community resource persons, = 


Discuss training of information and educational service personnel, 
including production and use of training manuals, end manuals of 
operat ion. 


Discuss ways and means whereby informstion, library and media service 
staff can be kept informed of concerns in the community, organizational 
plans and changes, or research activities. 


Service Cust 


Estimate broadly a probably permissible budget for this service in 
terms of initiel capital cost, and operating costs, 


Discuss the present costs of not providing an information, library 
and media service for the community, institution or organization, 


Plan how to get and present date for cost accounting and system 
evaluation. 


Materials Production and Acquisition 


Discuss priorities of importance and criteria for evaluating various 
types of documents for the various user publics. 


Discuss criteria and procedures for getting rid of obsolete docu- 
ments from the collection. Discuss criteria for obsolescence. 


On what basis (criteria and priority) do personnel identify and ac- 
quire literature generated outside the agency? 


List the types of externally generated documents which will be in- 
corporated into the information service, e.g., government reports, 
patents, journal articles, trade publications, computer tapes, video- 
tapes. 


To what degree are existing abstracting, indexing and reviewing 
services used to identify the existence of this literature? 
To what extent will they be used in the future? 


To what extent will "non-documents," e.g., newspaper clippings, 
be collected, 


159 


Estimate the number of separate documents to be acquired from 
outside the organizstion. 


List the types of documents generated within the institution 
or orgsnizstjon =4i2h will be incorporated into the informetion 
Services, i.e. archival meterisl, reports, Correspondence, 
memoranda. List the sources of these documents. 


Will all these documents be acquired or will only certain ones be 
selected? If the latter, whet will be the basis for inclusion? 


How many of these documents have restricted or confidentisl 
access? 


Discuss the advantages and disadvantages of incorpo ‘ating back 
files of documents in the information service. 


Comment on the useful life of these documents for information 
retrieval purposes. 


Discuss the possibility of changes in the form or formset of 


internally generated documents to accommodste an informet ion 
service, 


Materials Subject Analysis 


Describe any concepts or suhject matter common to all of the docu- 
ments to be included in the system, or to significant subsets of 
the total collection. 


State the various points of view with which these documents will be 
approached by the users of the system. 


Which of the documents acquired for the information service will be 
indexed according to subject content? 


Estimate the depth to which these documents should be indexed, or 
Subject analyzed so as to cover all the aspects of subject matter 
considered important by the various users of the service. 


How often do subject interests change within the community, insti- 
tution or orgsnizstion? How can these changes be predicted? 


In addition to indexing and subject analysis, should abstracts be 
made of any of the documents? To what use might such abstracts be 
put? How much information should the abstracts give? 


Describe the kinds of persons who might ve able to index the docu- 
ments, or write abstracts of the documents. 


Discuss the advantages and disadvantages of reindexing, recataloging or 
reclassifying any litersture (either beck or current, either externally 


or internally generated) which has already been indexed by some other 
scheme, 


Terminology Control 


Discuss the extent to which vsristions in terminology exist in the 
documents to be included in the service. What kinds of terminology 
exhibit variations? What kinds seem to be stable? 


If some standsrdization of terminology should be imposed, discuss 
various mechanisms for its imposition: restricting suthors of 
reports in use of terminology; or restricting indexers to a per- 
missible terminology. A thesaurus or other subject authority may 
have the flexibility sufficient to provide the necessary cross- 
referencing and clustering of terminology. 


Describe the kind of person who might be given the task of standardizing 
terminology for the collection, 


Document _and Index Storage 


List svaileble storage devices, shelving, microreproduction, deta 
processing. Give specification and cost. 


Discuss advantages and disadvantages of centralization. 
Discuss provisions for preventing loss of documents. 


Discuss security measures for controlling access to classified 
documents, or documents reserved for use by particular publics. 


Discuss available mechanisms both within the center or its parent 
organization and commercially available machines for storing indexes 
and abstracts: a hand system versus an automated system, 


Estimate size of the cataloged and indexed cellection after one yesr, 
five years, ten years. 


Estimate average number of index or thesaurus terms per document. 
Estimate average number of index terms per’ question, 


Estimate number of questions after one year, five years, ten years, 


Discuss advantages of access to the collection in term: of 
several specialized filer in various locations with some dupli- 
cation, in contrast to one centralized file with one point of 
access. | 


Question Analysis, Searching and Retrieval 
| 
Discuss which kinds of problems and concerns encountered by users 
of the service center can be expressed in terms of questions to the 


service, 


Discuss who is best qualified to address the file directly with a 
question: the questioner or an inquiry negotiator. 


Will users be expected to do their own searching or will searches 
be performed by an information service intermediary? 


Estimate the anticipated frequency and load of searching. 
Will searches be performed singly or in batches? 

Will they be performed at set times or as received? 

What is the average required speed of response? 


Do you anticipate the need for conducting searching in the latest 
increment to the files on a regular schedule? 
$ 


Do you anticipate the need for searches in the latest increment 
to the files as a basis for arranging new material into a form 
suitably categorized for a selective "current awareness” service 
for various publics? 


Discuss anticipated needs for searching the entire files as opposed 
to the possibilities for searching segments of the file based on 
various divisions: chronological, subject, type of document. Re- 
late these possibilities to storage and analysis. 


Discuss the precision required in the search in relation to various 
types of questions: 


-all relevant references are required with none missed even if 
among these are some that are irrelevant. 


-representative assortment of relevant references (not too many) 
is decired, 


-only the best and most directly relevant references are desired. 


Will search output be screened by an intermediary before it goes to 
the requestor? 
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Dissemmation 


Discuss how the results of searches might be delivered to the user: 
on demand, or periodically. 


Estimate the need for further processing of search results: syntheses 
or compilations such ss state-of-the-art reports; critical reviews; 
analyses, comparisons, correlations; or ordered presentations of 

data from the file. 


Discuss who might perform any further processing. 
Evaluation and Feedback 


Self-appraisal usually is better than appreisal by outsiders. Eval- 
uation surveys by "outside experts” which do not adequately involve 
people result in little improvement. The person who becomes most 
deeply involved in evaluetion will grow most. 


Comparison of achievement with objectives within a program leads to 
wore growth than comparison of one program with another. If progress 
is being made, repeated evalustion will show increments of growth 
toward accepted objectives. 


Everyone concerned with the informational and educational effort 
should be involved in evaluation. It can be at any level. The 
board evaluates. An administrator or team can evaluate. The staff 
can be brought into the process. More beneficial is the involvement 
of students, club members, everyone taking part. The publics too 
evaluate, sometimes directly and sometimes through elected represen- 
tatives. 


Evaluation offers greatect potential benefit if it is a long-time, 
continuous and built-in part of the total informational and communi- 
cative process. One-shot evaluations are insufficient. If results 
of evaluation are fed back to help in the redefinition of goals and 
improvement of approach, the whole service can benefit. 


Evaluation should be more concerned with results than with energy 
spent. Numbers of files shown, books borrowed, instructional hours 
scheduled, money spent, broadcasts made and conferences attended may 
account for time and energy but in themselves reveal little evidence 
of changes brought in behavior. The evaluation of services is petter 
concerned with outcomes, with results, with changes in people. The 
staff must answer the question: "What difference does this activity 
make?” 


Objectives should recede as they are approached. Long-term objectives 
are usually ideals. To capture the thrill of success, short-term 
program goals are set. Discuss how evaluations by users might be 
obtained and how they might be used to improve service. 
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Guide to . «f-Appraisal: 


| 
1. Is clerical or technical help provided for keeping all equipment 
| and materials readily accessible to all staff and partons? 


| 2. Are there periodic inventories of equipment and materials? 


3. Do you involve staff and patrons in the actual selection of 
materials and equipment? 


, 4. Do you prepare reports for the administration on the status and 
needs of audiovisual services? 


9. Is clerical or technical help provided for keeping staff and 
patrons informed of new acquisitions, materials, film confirmations, 
and pending equipment purchases? 


6. Is there a regular plan for checking equipment and materials to 
determine that all items are serviceable and in working order? 


7. Are records maintained on equipment usage and costs? 


8. Who serves the staff and patrons as an audiovisual consultant or 
advisor on matters of specifications of materials and equipment? 


9. Is clerical help or technical help provided for classifying and 
cataloguing a wide variety of materials? 


10. Who makes minor repairs, servicing or replacement of parts? 


11. Do you provide training opportunities for patrons, staff and 
technical personnel in the operation and care of equipment? 


12. Do you provide facilities and consultative services to patrons 
and arrange preview sessions for films, filmstrips, etc? 


13. Do you provide for the acquisition of free and rental materials? 

14, Do you s>*rve your administration as an audiovisual consultant. ..- —+ ~ i“ 
or advisur on matters of impriving physical facilities” of class- 
rooms in terms of accustics, ligkt control, room darkening or 
ventilation? 


15. Do you involve staff and patrons in establishing criteria for 
the selection of audiovisual materials and equipment? 


16. Is clerical or tecimical help provided for preparing handbooks 
for patrons which describe the services of the AV center? 


Do you provide equipment and materials for special prugrams, e.g. 
illiteracy, foreign born, unemployed. 


Do you make available an extensive selection of audiovisual books 
and magazines as a professional !ibrary? 


Do you provide facilities and consultative assistance in the planning 
and utilization of materials and equipment? 


Is clerical or technical help provided for the regular checking 
of audiovisual sources. or indexes? 


Do you provide operators for equipment operation in public programs 
held at the library? 


Do you serve your patrons as an audiovisual consultant or advisor 
on matters of program planning? 


If you provide facilities and opportunities for the audiovisual 
inservice training of staff and patrons, do you utilize demonstrations 
on the preparation and uses of materials? 


Do you provide publicity through appropriate media about the 
activities and services of the audiovisual center? 


Do you provide facilities and consultative assistance to staff and 
patrons in the preparation and production of audiovisual materials? 


